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TITLE: DEPARTMENT PHILOSOPHY
NUMBER 1.1

EFFECTIVE DATE: 06-02-08 PAGE 1 OF 4

REVISION HISTORY: (Adopted 09-01-94)R2/06-02-08

1.1.1 GENERAL PHILOSOPHY

The role of police in a free society is the protection of constitutional guarantees, maintenance of
public order, prevention and suppression of crime, and dutiful response to the needs of the
community.

Police officers are accountable to the community for their decisions. A high percentage of police
work is done in response to citizen complaints, highlighting the fact that members of the public
are an integral part of the criminal justice system. The success of the criminal justice system
depends more on citizen participation than on any other single factor. Public confidence in the
criminal justice system depends to a large extent on the trust that the people have in their police.

The citizens of Greensboro depend upon the Greensboro Police to achieve and maintain order. We
draw our authority from the will and consent of the citizens whom we serve. Our efforts are
founded on the principles of service and ultimate responsibility to the public.

The specific goals and priorities which the Department establishes are determined to a large
extent by community desires. These desires are transmitted by the community and the governing
body of the City of Greensboro. The Department conscientiously strives to be responsive to these
desires.

1.1.2 CODES OF ETHICS AND CONDUCT

All sworn police officers must abide by the "Law Enforcement Code of Ethics" and the "Police Code
of Conduct" as published by the International Association of Chiefs of Police.

POLICE CODE OF ETHICS

As a law enforcement officer, my fundamental duty is to serve mankind; to safeguard lives and
property; to protect the innocent against deception, the weak against oppression or intimidation,
and the peaceful against violence or disorder; and to respect the Constitutional Rights of all men
to liberty, equality, and justice.

I will keep my private life unsullied as an example to all, maintain courageous calm in the face of
danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of
others. Honest in thought and deed in both my personal and official life, | will be exemplary in
obeying the laws of the land and the regulations of my Department. Whatever | see or hear of a
confidential nature or that is confided to me in my official capacity will be kept ever secret unless
revelation is necessary in the performance of my duty.
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I will never act officiously or permit personal feelings, prejudices, animosities, or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of
criminals, | will enforce the law courteously and appropriately without fear or favor, malice or ill
will, never employing unnecessary force or violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to
be held so long as | am true to the ethics of police service. | will constantly strive to achieve those
objectives and ideals, dedicating myself before God to my chosen profession--law enforcement.

POLICE CODE OF CONDUCT

All law enforcement officers must be fully aware of the ethical responsibilities of their position and
must strive constantly to live up to the highest possible standards of professional policing.

The International Association of Chiefs of Police believes it important that police officers have clear
advice and counsel available to assist them in performing their duties consistent with these
standards, and has adopted the following ethical mandates as guidelines to meet these ends.

PRIMARY RESPONSIBILITIES OF A POLICE OFFICER

A police officer acts as an official representative of government who is required and trusted to
work within the law. The officer's powers and duties are conferred by statute. The fundamental
duties of a police officer include serving the community, safeguarding lives and property,
protecting the innocent, keeping the peace and ensuring the rights of all to liberty, equality and
justice.

PERFORMANCE OF THE DUTIES OF A POLICE OFFICER

A police officer shall perform all duties impartially, without favor or affection or ill will and without
regard to status, sex, race, religion, political belief or aspiration. All citizens will be treated equally
with courtesy, consideration and dignity.

Officers will never allow personal feelings, animosities or friendships to influence official conduct.
Laws will be enforced appropriately and courteously and, in carrying out their responsibilities,
officers will strive to obtain maximum cooperation from the public. They will conduct themselves
in appearance and deportment in such a manner as to inspire confidence and respect for the
position of public trust they hold.

DISCRETION
A police officer will use responsibly the discretion vested in his position and exercise it within the
law. The principle of reasonableness will guide the officer's determinations, and the officer will

consider all surrounding circumstances in determining whether any legal action shall be taken.

Consistent and wise use of discretion, based on professional policing competence, will do much to
preserve good relationships and retain the confidence of the public. There can be difficulty in
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choosing between conflicting courses of action. It is important to remember that a timely word of
advice rather than arrest--which may be correct in appropriate circumstances--can be a more
effective means of achieving a desired end.

USE OF FORCE

A police officer will never employ unnecessary force or violence and will use only such force in the
discharge of duty as is reasonable in all circumstances.

The use of force should be used only with the greatest restraint and only after discussion,
negotiation and persuasion have been found to be inappropriate or ineffective. While the use of
force is occasionally unavoidable, every police officer will refrain from unnecessary infliction of
pain or suffering and will never engage in cruel, degrading, or inhuman treatment of any person.

CONFIDENTIALITY

Whatever a police officer sees, hears, or learns that is of a confidential nature will be kept secret
unless the performance of duty or legal provision requires otherwise.

Members of the public have a right to security and privacy, and information obtained about them
must not be improperly divulged.

INTEGRITY

A police officer will not engage in acts of corruption or bribery, nor will an officer condone such
acts by other police officers.

The public demands that the integrity of police officers be above reproach. Police officers must,
therefore, avoid any conduct that might compromise integrity and thus undercut the public
confidence in a law enforcement agency. Officers will refuse to accept any gifts, presents,
subscriptions, favors, gratuities or promises that could be interpreted as seeking to cause the
officer to refrain from performing official responsibilities honestly and within the law. Police
officers must not receive private or special advantage from their official status. Respect from the
public cannot be bought; it can only be earned and cultivated.

COOPERATION WITH OTHER POLICE OFFICERS AND AGENCIES

Police officers will cooperate with all legally authorized agencies and their representatives in the
pursuit of justice.

An officer or agency may be one among many organizations that may provide law enforcement
services to a jurisdiction. It is imperative that a police officer assist colleagues fully and
completely with respect and consideration at all times.

PERSONAL/PROFESSIONAL CAPABILITIES

Police officers will be responsible for their own standard of professional performance and will take
every reasonable opportunity to enhance and improve their level of knowledge and competence.
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Through study and experience, a police officer can acquire the high level of knowledge and
competence that is essential for the efficient and effective performance of duty. The acquisition of
knowledge is a never ending process of personal and professional development that should be
pursued constantly.

PRIVATE LIFE

Police officers will behave in a manner that does not bring discredit to their agencies or
themselves.

A police officer's character and conduct while off duty must always be exemplary, thus
maintaining a position of respect in the community in which he or she lives and serves. The
officer's personal behavior must be beyond reproach.

1.1.3 CODE OF ETHICS-CIVILIAN EMPLOYEES

I will keep my private life unsullied as an example to all; develop self-restraint and be constantly
mindful of the welfare of others. Honest in thought and deed in personal and official life, | will be
exemplary in obeying the laws of the land and the regulations of the Department. Whatever | see
or hear of a confidential nature or that is confided in me in my official capacity will be kept ever
secret unless revelation is necessary in the performance of my duty.

1.1.4 TRAINING

All agency personnel will receive ethics training. This training will be provided at least biennially.
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1.2.1 BASIS OF AUTHORITY

The Greensboro Police Department is organized under authority of Article 4, Section 4.31(a)-(b), of
the Charter of the City of Greensboro.

Section4.31(a) - "The Chief of Police, acting under the City Manager, shall have supervision and
control of the police force and shall enforce discipline therein."

Section 4.31(b) - "For the purpose of enforcing North Carolina state laws, city ordinances, and
regulations, of preserving the peace of the city, of suppressing disturbances and apprehending
offenders, and for serving civil process, the Chief of Police and each member of the police force
shall have the powers of peace officers vested in sheriffs and constables..."

1.2.2 OATH OF OFFICE

All sworn personnel, prior to assuming sworn status, must take an oath of office to enforce the
laws of the state of North Carolina, the Greensboro City Ordinances, and to uphold the
Constitution of the United States.

1.2.3 LIMIT OF POLICE POWER
The police should always direct their actions strictly toward their functions and never appear to
usurp the powers of the judiciary by avenging individuals or the state, or authoritatively judging

guilt or punishing the guilty. No employee of the Police Department should ever place himself
above the law.
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1.3.1 ORGANIZATIONAL STRUCTURE

The Greensboro Police Department is organizationally divided into various Bureaus, Divisions,
and components, in order to meet the current mission of the Department. Employees should refer
to the current Structure and Functions Guide for the organizational structure and the
responsibilities of the various components, including the staff and line functions.

The Structure and Functions Guide is updated annually by the Office of the Chief of Police, is
distributed throughout the Department, and is available to all employees.

1.3.2 DEFINITIONS

Unless otherwise required by context, the following words and phrases in this Manual shall be
construed to mean as follows:

Department - The Greensboro Police Department, City of Greensboro, North Carolina.
Bureau - The first subordinate organizational unit within the Department.
Division - The first sub-unit of a bureau.

Employee - Any employee of the Department, whether sworn or nonsworn including Police Reserve
Officers.

Squad/Section/Team or Sub-Unit - A group of employees performing a specific activity.

Zone/Response Area - A geographical area to which one or more officers are assigned for patrol.

Beat - A geographical area to which one or more officers are assigned for the purpose of foot
patrol.

Shift - A designated span of time during which personnel are actually engaged in the performance
of their assigned duties.

1.3.3 ORDER OF RANK OF SWORN EMPLOYEES

The order of rank of sworn employees of the Police Department shall be as follows:

» Colonel

» Lieutenant Colonel

+ Captain

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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« Lieutenant

e Sergeant

» Corporal

* Master Police Officer
» Senior Police Officer
» Police Officer II

» Police Officer I

e Police Reserve Officer

1.3.4 CHIEF OF POLICE

Appointment - The Chief of Police shall be appointed by the City Manager and report directly to
the Office of the City Manager.

Authority - Subject to law, rules of the City of Greensboro, and directions of the City Manager, the
Chief of Police shall be responsible for the overall administration of the Department and shall
directly supervise, the Deputy Chiefs of Police, the Executive Assistant to the Chief of Police and
the Executive Officer to the Chief of Police.

Rank - The Chief of Police shall hold the rank of Colonel, which is denoted by the silver eagle
uniform insignia.

General Duties and Responsibilities - The Chief of Police shall, within his authority, perform the
following:

« He shall be responsible for the training, directing, coordinating, controlling, and staffing
of administrative, operational, and staff activities of the Department.

* He shall make all promotions within the Department.

« He shall be the official representative of the Department when required by protocol.

e He shall coordinate the activities of the Department to ensure a high degree of
cooperation with other City departments and outside agencies.

1.3.5 DEPUTY CHIEF OF POLICE

Appointment — A Deputy Chief of Police shall be appointed by and report directly to the Chief of
Police.
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Authority - Subject to law, rules of the Department, and directions of the Chief of Police, a Deputy
Chief of Police shall be a Bureau Commanding Officer and shall exercise immediate authority over
all organizational components of the bureau that he commands and the employees therein, and
over all matters of administration, policy, operations, and discipline within the bureau. Under
emergency situations and/or orders of the Chief of Police, his authority may extend to
organizational components and personnel outside of his bureau. If he is designated or regarded
as Acting Chief of Police, his authority shall be extended so that he is to be regarded as the official
representative of the Chief of Police and his commands are to be obeyed throughout the
Department.

Rank — A Deputy Chief of Police shall hold the rank of Lieutenant Colonel, which is denoted by the
silver oak leaf uniform insignia.

General Duties and Responsibilities — A Deputy Chief of Police shall, within his authority, perform
the following:

« He shall be responsible for the training, directing, coordinating, controlling, and staffing of
administrative, operational, and staff activities of the Department.

« He shall be responsible for the direction and control of personnel within his bureau to ensure
the proper performance of duties and adherence to established rules, regulations, policies, and
procedures. He shall provide for continuation of bureau command and/or supervision during
his absence.

e He shall coordinate the operations of all divisions and sections within his bureau in all
necessary matters and ensure that a high degree of lateral cooperation and exchange of
information is maintained.

» He shall confer regularly with the Chief of Police on operational activities, problems, and
bureau needs. This includes the responsibility of budgeting and other administrative planning
functions for the bureau.

1.3.6 DIVISION COMMANDING OFFICER

Appointment - A Division Commanding Officer shall be appointed by the Chief of Police and report
directly to the Deputy Chief of Police of his bureau.

Authority - Subject to law, rules of the Department, and directions of the Chief of Police and
Deputy Chief of Police, a Division Commanding Officer shall have immediate authority over all
organizational components of the division that he commands and the employees therein, and over
certain matters of administration, policies, operations, and discipline within the division. His
authority extends to personnel regularly outside of his command when the delay necessary to
inform the appropriate authority might result in damage to the Department’s reputation or brings
about consequences contrary to the Department's best interests.

Rank - A Division Commanding Officer shall hold the rank of Captain, which is denoted by the
twin silver bar uniform insignia.
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General Duties and Responsibilities - A Division Commanding Officer shall perform the following:

« He shall be responsible for the direction and control of personnel within his division to ensure
the proper performance of duties and adherence to established rules, regulations, policies, and
procedures. He shall provide for the continuation of divisional command and/or supervision
during his absence.

* He shall coordinate the operations of all sections and the actions of all personnel under his
command, in all necessary matters, and ensure that a high degree of lateral cooperation and
exchange of information is present and maintained.

« He shall confer regularly with his Deputy Chief of Police on operational activities, problems,
and needs of his division. This includes the responsibility of budgeting and administrative
planning functions for the division.

1.3.7 DIVISION EXECUTIVE OFFICER

Appointment - A Division Executive Officer shall be appointed by the Chief of Police and shall
report directly to the Division Commanding Officer.

Authority - Subject to law, rules of the Department, and directions of his Commanding Officer, a
Division Executive Officer shall have immediate authority over all supervisors assigned to his
division and over certain matters of administration, policy, and discipline within the division. His
authority extends to personnel regularly outside of his command when the delay necessary to
inform the proper authority might result in damage to the Department’s reputation or brings
about consequences contrary to the Department's best interests.

Rank - A Division Executive Officer shall hold the rank of Lieutenant. The single silver bar
uniform insignia denotes the Lieutenant’s rank.

General Duties and Responsibilities - A Division Executive Officer shall, within his authority,
perform the following:

e He shall be responsible for the direction and control of subordinate personnel within his
division or section to ensure the proper performance of duties and adherence to established
rules, regulations, policies, and procedures.

« He shall assume command of the division in the absence of his Commanding Officer.

« He shall make certain that the operations and actions of all personnel under his command
complement one another in all matters, and that a high degree of lateral cooperation and
exchange of information is maintained.

e He shall confer regularly with his Commanding Officer on operational and administrative
activities and the needs of his division and shall keep his Commanding Officer informed of any

situations that affect the welfare of the Department.

« He shall be responsible for the proper organization and assignment of duties within his area of
supervision to ensure the necessary performance of divisional functions.
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1.3.8 FIRST-LINE SUPERVISORS

Appointment - A first-line supervisor shall be appointed by the Chief of Police and shall report
directly to his immediate division supervisor.

Authority - Subject to law, rules of the Department, and directions of his division supervisor, a
first-line supervisor shall have immediate authority over employees assigned to his area of
supervision and over certain matters of operations and discipline within that area. His authority
extends to personnel regularly outside that area when delay necessary to inform the proper
authority might result in damage to the Department’s reputation or brings about consequences
contrary to the Department's best interest.

Rank - A first-line supervisor shall hold the rank of Sergeant. The three-stripe chevron uniform
insignia denotes the Sergeant’s rank.

General Duties and Responsibilities - A first-line supervisor shall, within his authority, perform
the following:

e He shall be responsible for the direction and control of personnel under his supervision to
ensure the proper performance of duties and adherence of rules, regulations, policies, and
procedures.

e He shall ensure that the operations and actions of all personnel under his supervision
complement one another in all matters and that a high degree of lateral cooperation and
exchange of information are present and maintained.

e He shall confer regularly with his supervisor on operational activities, problems, and needs of
his area of supervision, and shall keep his supervisor informed of any situations that affect the
welfare of the Department.

« He shall regularly conduct open inspections of all personnel, components, and equipment
under his supervision and shall direct the correction of any situations of inadequacy found in
such inspections.

 He shall be responsible for the proper organization and assignment of duties within his area of
supervision to ensure the necessary performance of police functions.

 He shall be responsible for the preparation of the required correspondence and reports relating
to the activities of his area of supervision.

« He shall counsel officers under his supervision in the performance of their duties and shall

take suitable action in the case of any laxity, misconduct, incompetence, inefficiency, or
neglect of duty.
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1.3.9 POLICE CORPORAL, MASTER POLICE OFFICER, SENIOR POLICE OFFICER,
POLICE OFFICERII, OR POLICE OFFICER I

Appointment - A Police Corporal, Master Police Officer, Senior Police Officer, Police Officer II, or
Police Officer I shall be appointed by the Chief of Police and report directly to the Squad Sergeant.

Authority - Subject to law, rules of the Department, and directions of his division supervisors, a
Police Corporal, Master Police Officer, Senior Police Officer, Police Officer II, or Police Officer I
shall direct a specific police situation. A Police Corporal, when functioning as acting Sergeant,
shall have the same authority as the Squad Sergeant.

Rank - Rank designation is as follows:

e Corporal — chevron with two stripes
» Master Police Officer — chevron consisting of one-stripe up with two-stripe rocker
e Senior Police Officer — chevron consisting of one-stripe up with one-stripe rocker

Police Training Officers (PTOs) may hold the rank of Police Officer II, Senior Police Officer, or
Master Police Officer. Rank designations for PTOs are as follows:

« Master Police Officer — chevron consisting of one-stripe up with two-stripe rocker and a star in
the middle

» Senior Police Officer — chevron consisting of one-stripe up with one-stripe rocker and a star in
the middle

e Police Officer II — chevron consisting of one-stripe up with a star below

General Duties and Responsibilities - A Police Corporal, Master Police Officer, Senior Police
Officer, Police Officer II, or Police Officer I shall, within his authority, perform the following:

* He shall hold himself in readiness to accept calls for service and to obey orders from his
supervisors. He shall give immediate attention to calls for assistance, complaints, or
other emergencies. He shall render such assistance as may be required in an efficient
manner, returning to his regular duties as soon as feasible. He shall make an accurate
and prompt report to his supervisor, written or oral, as required, upon completion of
services rendered.

» He shall constantly be vigilant and on the alert for violations of the laws and ordinances
and shall make every effort to prevent breaches of the peace and offenses against persons
and property. He shall be responsible for attending to crime, accidents, disorders, and
other criminal conditions within his area of patrol.

* He shall recognize that he performs the basic police service for the general public. He
shall strive towards courtesy with the public and be alert for emergencies and
impediments affecting the public welfare. He shall promptly attend to the public's
distress and complaints brought to his attention by citizens.
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1.3.10 AUTHORITY AND RESPONSIBILITY OF NONSWORN SUPERVISORS
Appointment - At the direction of the Chief of Police, a nonsworn employee may hold a position in

the Department comparable to a sworn commander, supervisor, or employee, but without sworn
status.

Authority - In holding such a position, the nonsworn supervisor shall have all the authority of the
comparable position not inconsistent with his nonsworn status.

Rank - Director, Assistant Director, Administrator/Coordinator and Supervisor shall be the ranks
assigned to this classification. Uniformed nonsworn personnel shall wear the following rank
insignia:

« Director - Warrant Officer 5 bar

» Assistant Director - Warrant Officer 4 bar

e Administrator/Coordinator- Warrant Officer 3 bar

e Supervisor - Warrant officer 2 bar

General Duties and Responsibilities - A nonsworn employee in a director, administrator,
coordinator or supervisory position shall supervise all personnel directly assigned to his division

or section. He shall have staff supervision over his particular program, and will administer such
through lines of command to the Chief of Police.

1.3.11 POLICE RESERVE OFFICER

Appointment - Pursuant to Section 4.35 of the Greensboro City Code of Ordinances, Officers of
the Police Reserve Corps shall:
« Be appointed by and serve at the pleasure of the Chief of Police

« Serve in a voluntary, non-salaried, part time capacity. However, upon approval of the City
Council, the city manager may provide additional compensation to police reserve officers if
called into active duty by either the mayor or city manager and Chief of Police because of
an emergency. In such events police reserve officers may receive such compensation for
their services as approved by City Council.

Police reserve officer’s report as follows:

« For administrative and other purposes, Police Reserve Officers report to the Special Operations
Division Commanding Officer through the Police Reserve Corps chain of command.

» For operational purposes, all Police Reserve Officers report to the officer to whom the Reserve
Officer is assigned.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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Rank - A Police Reserve Officer shall hold the rank of Reserve Lieutenant, Reserve Sergeant,
Reserve Corporal or Reserve Officer.  All ranks within the Police Reserves shall be considered
Reserve appointments and shall carry authority only over lesser Reserve ranks. There shall be no
uniform rank insignia for Reserve Officers.

Rank designation is as follows:
=~ Reserve Lieutenant-The rank will be displayed on the badge indicating Reserve Lieutenant.
« Reserve Sergeant-The rank will be displayed on the badge indicating Reserve Sergeant.

« Reserve Corporal-The rank will be displayed on the badge indicating Reserve Corporal.

General Duties and Responsibilities - A Police Reserve Officer shall, within his authority, perform
the following:

* He shall assist regular police officers in the performance of patrol and other duties and shall
hold himself to the same standard of professionalism and attention to duty as a regular police
officer.

e He shall maintain a state of operational readiness to respond to mobilization of the Police
Reserves to handle emergency situations. The Police Reserves are recognized as an important
resource of manpower in response to natural and other disasters.

« The Reserve Lieutenant, Sergeant, and Corporal shall administer and supervise the operation
of the Police Reserves within the realm of their authority and shall ensure the proper
adherence to established rules of the Department by the Police Reserve Officers under their
command.

They shall ensure the orderly flow of information between the Police Reserves and other elements

of the Department and will promote a high level of cooperation in all matters involving the Police
Reserves.
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1.4.1 INDIVIDUAL RESPONSIBILITY, AUTHORITY, AND DELEGATION

The Department is an organization with the assignment of responsibility and accountability
throughout the rank structure. The command structure, which is set forth by the Chief of Police,
establishes authority for employees commensurate with their responsibility. Employees are
accountable for the use or failure to use delegated authority.

Command personnel are given full authority to make decisions necessary for the effective
management of their commands within the scope of their delegated responsibility. Supervisory
personnel are accountable for the performance of employees under their immediate control.

1.4.2 SUCCESSION OF COMMAND

In the case of planned absence of the Commanding Officer/Director of any bureau or other
organizational component, the Commanding Officer/Director of that component will designate an
acting Commanding Officer.

In the absence of the Commanding Officer/Director and if no acting Commanding Officer has been
designated, the senior ranking officer will assume command until relieved by higher authority.

1.4.3 UNITY OF COMMAND

Each Greensboro Police Department employee is accountable to only one supervisor at any given
time. Each employee will be responsible or accountable to his regular immediate supervisor,
except when working on a special assignment, incident, extra duty, or temporarily assigned to
another unit or squad. In these cases, the employee will be accountable to the first-line
supervisor over that squad, assignment, event, duty, or incident.

Similarly, each organizational component will be under the direct command of only one
supervisor, as specified in the Department Structure and Functions Guide.

It is recognized that there may be times when a supervisor has to give a lawful command to an
employee or component that is outside his normal chain of command. In these cases, the order
shall be obeyed.

1.4.4 SPAN OF CONTROL

To achieve effective direction, coordination, and control, the number of employees under the
immediate control of a supervisor will not be excessive. The exact number of employees
supervised by any one supervisor will be dependent on the nature of the job being performed, the
complexity of the task, the size of the area to be supervised, the experience level of the employees,
and other factors having a bearing on the work environment.

Each Commanding Officer/Director will continually review the number of employees being
supervised by those under his command to ensure that appropriate limits are not exceeded.
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1.4.5 OBEDIENCE TO ORDERS

Employees shall promptly obey any lawful written or verbal order or directive of a superior or any
employee who is serving in the capacity of a superior, including any order relayed from a superior
by an employee of the same or lesser rank. Failure to obey is insubordination and is subject to
disciplinary action.

1.4.6 CONFLICTING ORDERS OR DIRECTIVES

Employees receiving conflicting orders shall advise the person issuing the conflicting order of the
previous instructions. The responsibility for countermanding the first order rests with the person
issuing the second order. The employee will obey the second order.

1.4.7 UNLAWFUL ORDERS

Employees shall not knowingly issue any order which is in violation of any law, ordinance, or
Departmental rule. No employee will be required to obey any such unlawful order. The
responsibility to refuse to obey any unlawful order rests with the individual employee and shall
require justification of action. Employees receiving any unlawful order shall report this fact, in
writing, to the next higher level of authority, through channels, as soon as possible.
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1.5.1 General Conduct
Employees will conduct their private and professional lives in a manner that does not

hinder the Department's efforts to achieve its goals, violate its policies or bring discredit
upon the Department or any employee of the Department.

1.5.2 Courtesy
A. Courtesy Toward the Public

1 Employees will be courteous and tactful in the performance of their duties or
while representing themselves as members of the GPD.

2 In performing their duties, employees will not express any prejudice concerning
race, religion, national origin, sex, or other personal characteristics.

B. Courtesy Toward Employees

1 Employees will not use profane or intentionally insulting language toward any
other employee of the GPD.

2 In performing their duties, employees will not express any prejudice concerning
race, religion, national origin, sex, or other personal characteristics.

1.5.3 Truthfulness

A. Employees will be truthful when making any statements(s) in connection with their
performance of official duties, whether or not under oath.

B. Employees are prohibited from intentionally failing to disclose information in
connection with the performance of official duties when the purpose of such
nondisclosure is to conceal suitability or unsuitability for duty of themselves or
another, or for personal gain.

C. Employees shall not have materially falsified or intentionally failed to disclose any
information relevant to suitability or fitness for employment with the Department.

1.5.4 Compliance to Laws and Regulations
A. Employees will not commit any acts or make any omissions, which constitute a

violation of any of the rules, policies, procedures, special orders, or other directives
of the GPD.
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B. Employees will obey all laws of the United States and of any state and local
jurisdiction in which they may be present, and will obey all administrative
regulations enacted pursuant to local, state, or federal law.

C. Any employee charged with or arrested for a violation of a criminal or traffic law or
ordinance will report such fact in writing to the office of the Chief of Police within
three (3) business days, and will include all pertinent facts concerning the violation.

1.5.5 Chain of Command

A. Employees will conduct GPD business through accepted channels unless
procedures or orders from proper authority dictate otherwise, including Section
1.5.6.B, below.

B. An employee receiving a written communication from a subordinate directed to a
higher command shall endorse it, indicating approval, disapproval, or
acknowledgment, and forward within ten (10) working days.

1.5.6 Duty to Report Violations of Laws, Ordinances, Rules, and Directives

A. Employees having knowledge of other employees violating laws, ordinances,
Departmental Rules, Directives, Special Orders, or Standard Operating Procedures
will report it to their supervisor.

B. If the violation involves members within the employee’s chain of command, the
employee will direct the information or allegation to the Professional Standards
Division.

1.5.7 Interference with Due Process

Employees shall not interfere with or interrupt, or be associated with any activity that
might interfere with or interrupt, the proper administration of justice or any
administrative investigation.

1.5.8 Malicious Criticism and/or Gossip

Employees will not publicly criticize or ridicule the GPD or its employees when such

statements interfere with the maintenance of discipline or the effective operation of the
GPD, or when such statements are made with reckless disregard for truth.
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1.5.9 Discretion

A. Each employee will be held accountable for the sound use of discretion and the use
of good judgment in the performance of his duties. This performance will be
measured by giving consideration to the facts of each situation and what actions a
reasonable officer under the same circumstances would have taken.

B. Officers are permitted to use several alternatives, such as written or verbal
warnings, the issuance of citations or the use of criminal summonses in certain
non-violent criminal situations, to the physical arrest of violators.

1.5.10 Association with Criminals

Employees will avoid associations with persons who they know, or should know, are
involved in criminal activity, are under criminal investigation or indictment or who have
a serious criminal record, except as necessary to the performance of official duties or
where unavoidable due to family relationships.

1.5.11 Competency

Employees will establish and maintain sufficient competency to effectively perform their
duties and carry out the responsibilities of their position and the function and
objectives of the Department. Incompetence may be demonstrated by but not limited to
the following:

A lack of knowledge in the application of laws to be enforced

An unwillingness or inability to perform assigned tasks and duties

A failure to conform to work standards established for the employee’s rank, grade,
or position

Poor performance evaluations

Repeated infractions of the rules, regulations, policies, or procedures of the
Department

A history of failing to maintain those skills required by the State of North Carolina
certification as a law enforcement officer.

1.5.12 Duty Responsibilities

A. While on duty, employees will not engage in any activities or personal business,
which would cause them to neglect or be inattentive to their assigned
responsibilities.

B. Employees will remain awake, alert, and attentive while on duty. If unable to do so,
they will so report to their supervisor, who will determine the proper course of
action.
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C. Officers will take any official action required by federal or state law, by city or
county ordinance or by any directive of the Chief of Police or his designee.

D. Employees will not leave their assigned duty post during a tour of duty except as
authorized by proper authority.

E. All employees will take any action that is required or is responsible and appropriate
in connection with the performance of their assigned duties.

F. Officers will take appropriate action in any emergency situation or in any situation
in which substantial and irreversible damage would result from the failure to take
appropriate action.

G. Employees will assist any employee involved in an emergency situation or any other
situation in which additional assistance would be critical to the successful
performance of a GPD function.

H. Employees will monitor all radio communications in accordance to their assignment
and respond to all radio traffic directed to them.

[. Employees will promptly return messages from citizens unless otherwise directed by
their supervisor.
1.5.13 Use of Force

A. Officers will use no more force than necessary in the performance of their duties
and will then do so only in accordance with GPD procedures and the law.

B. Officers will comply with GPD procedures concerning the documentation and
investigation of the use of physical force.

1.5.14 Responsibility for Safety and Security of Persons and Private
Property

Employees shall ensure that reasonable measures are taken to provide safety,
protection and security for persons and property coming under their care and control
because of arrest or other police action.

1.5.15 Reporting for Duty

A. Employees will report at the scheduled time for any duty assignment, including
court, Grand Jury appearances, and training.

B. Employees will be properly equipped and prepared to perform their duties.

C. Employees who are unable to report to a duty assignment will notify the appropriate
supervisor prior to the beginning of that scheduled assignment.
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A. Employees will not be absent from duty except as authorized by official leave and/or
approved by competent authority without notifying their supervisor to gain consent

for absence.

B. Employees requiring relief from a duty assignment due to illness shall notify their

supervisor or Watch Commander.

C. In seeking authorization for a duty absence, employees will not feign illness or
injury, falsely report themselves sick, ill or injured, or otherwise deceive or attempt
to deceive any official of the GPD as to the condition of their health or that of their

families.

1.5.17 Abuse of Position

A. Employees will not use their official position or identification for:
1 Personal or financial gain.

2 Obtaining privileges not otherwise available to them except in the

performance of their duty.
3 Avoiding the consequences of illegal acts.

B. An employee will not lend to another person his/her official identification card,
badge, or permit such items to be photographed or otherwise reproduced without

the prior approval of the Chief of Police.

C. An employee will not permit the use of his/her name, photograph, or official title
that identify him/her as a police officer or as an employee of GPD, in connection
with testimonials or advertisements of any commodity or commercial enterprise,

without the prior written approval of the Chief of Police.

D. Employees will take no part, either directly or indirectly, in sales promotions,
solicitations, fund raising campaigns, or similar activities for personal gain or
benefit of commercial enterprise while representing themselves as police officers or

as employees of the GPD.

E. Supervisors shall not authorize others to conduct themselves in a manner [as
indicated in 1.5.17.D above]| that would leave the impression they are representing
the Greensboro Police Department, without the prior written approval of the Chief of

Police.

F. While engaging members of the public in an official capacity, employees will not
recommend or suggest the employment or procurement of a particular product,

professional service, or commercial service.
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G. Employees will not interfere with or attempt to influence the lawful business of any
person.

1.5.18 Impairing Substances

A. Employees will not consume, purchase, or possess any intoxicating beverage or any
controlled or non-controlled impairing substance while in uniform, on duty, on
departmental premises, or in a city owned vehicle except in the performance of duty
and while acting with approval from a superior officer.

B. Employees will not appear for duty, or be on duty, or in a city owned vehicle, while
under the influence of controlled or non-controlled substance, alcohol or with the
odor of an alcoholic beverage on their breath.

C. Any employee on duty or reporting for duty while visibly affected by the use of an
impairing substance will submit to a breath analysis and/or other diagnostic tests.

D. No employee will report for duty while taking prescribed or over the counter
medications that affect their ability to properly or safely perform their assigned
duties.

1.5.19 Proper Identification

All employees whether uniformed or plain clothed, will identify themselves verbally and
by displaying their badge or identification card before taking any official action, except
when not feasible or where their identity is obvious.

1.5.20 Driving

A. Employees will obey all traffic laws while driving under normal conditions and will
drive with due regard for the safety of others.

B. Officers will only initiate and continue in a pursuit in accordance with the GPD
directive that governs pursuits.

C. Officers will comply with GPD directives concerning the documentation and
investigation of any event which an officer knows, or should know, qualifies as a
pursuit.

D. Officers will only initiate and continue with an emergency response in accordance
with the GPD directive governing emergency responses.

1.5.21 Transporting Private Citizen in City Vehicles

A. Employees may transport members of the public in city vehicles if the
transportation is duty related. Employees will ensure that passengers comply with
current seat belt laws.
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B. Employees with take-home vehicles are permitted to use that vehicle to drop off or
pick up their children at school/day care, if the travel is largely contemporaneous
with travel to or from work.

1.5.22 Submission of Reports
A. Employees will submit all necessary reports and records, in accordance with the
established GPD procedure, prior to the end of their duty day unless directed

otherwise by a supervisor.

B. Reports and records submitted by employees will be accurate and complete.

1.5.23 Prohibited Areas

No persons shall be permitted inside an officially designated prohibited or restricted
area, unless authorized by the employee in charge of such area and displaying an
approved identification.

1.5.24 Political Activity

Employees may not engage in political activity when on duty, (other than voting and

registering to vote in uniform), and will not engage in political activity while identifying

themselves as representatives of the GPD by virtue of their uniform or otherwise.

1.5.25 Release of Information

A. Employees shall treat the official business of the GPD as confidential and will not
disseminate information regarding GPD operations that is not public record or

without approval from a supervisor.

B. Employees shall not publicly divulge the identity of persons giving confidential
information in a criminal investigation, unless ordered by a court of law.

C. Employees shall not disseminate any police records, or information about

themselves or another employee, that would violate North Carolina General Statute
(N.C.G.S. 160A -168).

1.5.26 Use of Tobacco Products

A. Employees will not use tobacco products when it would be offensive, unlawful, or
inappropriate and should be considerate of others when using tobacco products.

B. Employees are prohibited from using tobacco products inside City-owned or leased
vehicles and inside City-owned facilities.
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1.5.27 Personal Information Requirements

A. Employees will have a functioning telephone for which the employee constantly
maintains the applicable service.

B. Employees will complete a memorandum, forwarded to the Resource Management
Division, of any changes in name, residence, marital status, and/or phone number
by their next working day.

1.5.28 Taking Official Action While Off Duty

A. Off-Duty employees will take official action in emergency or unusual circumstances
when such action is necessary to avoid injury or other serious consequences.

B. Off-Duty employees will not become involved in neighborhood disputes or quarrels
except in an emergency or unusual circumstance when such action is necessary to
avoid injury or other serious consequences.

1.5.29 Unions and Organizations

A. Any employee may belong to a club, union, or other employee association of their
choice. Neither the police department nor any employee will coerce or discriminate
against any employee in the exercise of the right to join or not to join a club, union,
or other employee organization.

B. Employees will not engage in any strike, work slowdown, unreasonable or selective
enforcement of the law, or other concerted failure to report for duty for the purpose
of inducing, influencing, or coercing a change in conditions, compensation, rights,
privileges, or obligations of employment.

1.5.30 Gratuities and Solicitations

A. Employees will comply with the provisions of the Greensboro City policy regarding
the acceptance of gifts and gratuities. Employees will neither solicit nor accept,
directly or indirectly, any gift, gratuity, loan service, fee, reward, or other thing of
value from any commercial organization, person, or firm without the express written
approval of the Chief of Police. This rule applies to situations in which the
acceptance of anything of value may serve to influence any employee in the
performance of their duties. This Rule does not prohibit:

1. Unsolicited discounts or services offered to all officers or employees so long as
the employee does not profit by reselling the item or offering the service to
another.
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2. Acceptance of departmentally approved awards, including money, given to an
employee by a publicly recognized organization in recognition of outstanding
service or achievement.

3. Acceptance by an employee of money or gifts on behalf of the department with
approval of any command level supervisor. Such items accepted shall be of
benefit to the department as a whole or for some worthy cause that is sponsored
in whole or in part by the department.

B. Solicitation of funds from outside sources for major programs, activities, or events
that significantly impact upon the Department as a whole may be approved by the
Chief of Police.

1.5.31 Posting of Bail Bond

No employee will become surety on a bail bond for any person other than a member of

his immediate family.

1.5.32 Improper use of Property and Evidence

Employees will not convert to their own use, manufacture, conceal, dispose of, destroy,

remove, tamper with or withhold any property or evidence in connection with an

investigation or other police action, except in accordance with established GPD
procedures.

1.5.33 Use of Departmental Equipment

A. Employees will utilize departmental equipment, including any vehicle, computer and
radio, only for its intended purpose and in accordance with all laws and
Departmental procedures.

B. Employees will not intentionally damage, abuse, or lose Departmental equipment.

C. Officers will carry and use firearms only in accordance with law and established
GPD directives governing such use.

1.5.34 Arrest, Search, and Seizure

A. Officers will not make any arrest, search or seizure, which they know, or should
know, is not in accordance with the law and GPD procedure.

B. Employees will not initiate any action, or fail to provide any service as a result of
personal bias or stereotype, as described in Departmental Directive 1.8.
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1.5.35 Insubordination

Employees will promptly obey any lawful order or direction of a supervisor. This
includes any lawful order or direction relayed from a supervisor by an employee of the
same or lesser rank. If an employee does not understand the direction given to him or
her, the employee will seek clarification from a supervisor. Failure to seek such
clarification shall not excuse an act of insubordination.

1.5.36 Harassment

The Police Department will provide a professional work environment free from all forms
of employee discrimination, including incidents of hostile work place, retaliation or
sexual harassment. Employees will follow the guidelines as described in City Policy H-
7: Employee Security and City Policy H-8: Sexual Harassment.
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1.6.1 USE OF FORCE

When a situation exists, wherein an officer determines there is a reasonable belief of the need to
use force upon another person, all such uses of force will comply with the provisions of North
Carolina General Statute 15A-401(d). This Statute allows that officers are justified in using force
upon another person:

When the officer reasonably believes the force is necessary.

And to the extent the officer reasonably believes the force is necessary.

Officers may use this reasonable force to:

Prevent the escape, or effect the arrest of, a person whom the officer reasonably believes has
committed a criminal offense. This provision does not apply to any arrest which the officer
knows to be unauthorized.

Defend himself, or other person, from what the officer reasonably believes is the use, or
imminent use of, physical force. This provision applies to situations where an officer is
effecting or attempting to effect an arrest, or while the officer is preventing or attempting to
prevent an escape.

Officers will rely on the standards as set forth in N.C.G.S. 15A-401(d)(2) to determine if the use of
deadly force is appropriate. N.C.G.S. 15A-401(d)(2)(a and b) allows that officers are justified in
using deadly force upon another person when the officer reasonably believes deadly force is
necessary:

To defend the officer, or another person, from what the officer reasonably believes to be the
use or imminent use of deadly physical force.

To effect the arrest, or prevent the escape from custody of, a person whom the officer
reasonably believes is attempting to escape by means of a deadly weapon.

To effect the arrest, or prevent the escape from custody of, a person whom the officer
reasonably believes presents an imminent threat of death or serious physical injury to others
unless apprehended without delay.

N.C.G.S 15A-401(d)(2)(c) speaks to the use of deadly force by an officer to “prevent the escape of a
person from custody imposed upon him as a result of conviction for a felony”. This provision is
written primarily for prison and jail staffs and will not be considered by Greensboro Police
Department Officers when determining if the use of deadly force is appropriate.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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1.6.2 SUBJECT CONTROL OPTIONS

The subject control options and definitions listed below are intended as a guide. An officer’s
decision to utilize any force in a situation is a response to the behavior of the subject(s) involved,
and other relevant factors known to the officer. The subject control options do not necessarily
follow a preset order of escalation. An officer must continually assess the totality of the
circumstances and escalate, de-escalate, or completely cease any force utilized appropriately.

e Presence: a form of psychological force established through the officer’s appearance and
demeanor at a scene.

« Verbal Direction/Control: the verbiage utilized by an officer to control or de-escalate a
situation.

« Physical Control: the use of bodily contact, to include; touching, assisting, grabbing, joint
manipulations, kicking or striking. Physical control includes “soft” and “hard” hand options.
“Soft” hand techniques are those with a low probability of injury, such as joint locks and
pressure points. “Hard” hand techniques are those with a higher risk of injury to include,
punches, kicks or stuns.

NOTE: Stunning techniques to the neck (brachial plexus origin) are appropriate in cases of
an aggressive assault and/or high level of resistance of such a manner the assault/resistance
approaches a situation in which deadly force would be appropriate.

» Aerosol/Chemical Agents: the use of Oleoresin Capsicum or other chemical agents to
control resistance and/or end flight.

e Electronic Control Device: a device which deploys electric current into a subject’s body to
affect the central nervous system.

+ Intermediate Weapons: impact weapons utilized in a manner consistent with current
departmental training, in order to reduce the probability of serious bodily injury. This
includes the ASP, baton, flashlight, police bicycle and specialized impact munitions.

e Precision Immobilization Technique (PIT): a maneuver which may be utilized by properly
trained officers which involves the controlled striking of a violator vehicle with a police vehicle.
The PIT is considered a less lethal use of force when performed as described by the training
guidelines of the Greensboro Police Department. If exigent circumstances warrant the striking
of a violator vehicle outside the established training guidelines, this action may be considered
as a use of deadly force.

« Police Canine: canine handlers will utilize their assigned police service dogs in a manner
consistent with departmental training and guidelines. If the police canine is deployed, and the
canine bites a suspect, this will be considered a less lethal use of force. The mere release of
police canine is not considered a use of force.

e« Deadly Force: an action likely to cause death or serious bodily injury, including the use of
lethal weapons.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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The following situations are examples of reportable uses of force:

e The striking of any person

* The use of OC spray on a person

e The use of chemical agents

* The use of any other less lethal weapon (ECD, less lethal munitions, etc.)

* The application of physical restraint resulting in injury

e The use of the Precision Immobilization Technique

« Police canine bite

« Deadly Force

Mere physical restraint is defined as physically overpowering without striking or using weapons.
Scuffling, holding, tackling, or the application of assisted come-alongs, etc., may or may not be
mere restraint, depending on the circumstances. Whenever doubt exists as to whether the level of
restraint/control used constitutes a reportable use of force, an immediate supervisor will be
notified of the incident and the supervisor will make the determination.

An officer shall not deliberately strike another person with any impact weapon, whether an issued
weapon or an environmental weapon, on the head, in the groin, solar plexus, throat, kidneys or
on the spinal column unless the officer reasonably believes a situation exists in which deadly
force would be appropriate to protect himself, or a third party.

Whenever an employee uses force against another person, immediate notification of the
employee's supervisor is required. It is the responsibility of the supervisor to make a thorough
investigation of the incident and to forward a report as required. The supervisor will enter each

use of force into the 24 Hour Summary on GPDNET prior to ending their tour of duty.

The Internal Affairs Section will assign a classification to each use of force investigation when it is
received. This classification will assist in computer data maintenance and statistical analysis.

e Physical Control

e Chemical Agents

« Electronic Control Device (ECD)
* Impact Weapons, Striking
 Canine

e Deadly Force
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1.6.3 SUBJECT RESISTENCE LEVELS
A subject may exhibit various types of resistance levels during the arrest process. The type and
level of resistance will be considered by the officer making the arrest as to the appropriate use of

force that is required as well as the appropriate escalation or de-escalation of force being applied.

« Passive Resistance — Non-compliance with the officer’s verbal commands, but no overt or
physical acts to prevent the officer from making the arrest.

« Active Resistance — The suspect is taking some type of physical action to prevent his arrest,
but is not assaulting or attempting to assault the officer.

« Assaultive Resistance — The suspect is taking some type of physical action that is likely to
cause injury to the officer.

- Aggravated Assaultive Resistance — The suspect is taking some type of physical action that is
likely to cause serious injury or death
1.6.4 USE OF DEADLY FORCE

An officer may use his firearm, or other deadly force, upon another person when the officer
reasonably believes the deadly force is necessary:

e To defend the officer, or another person, from what the officer reasonably believes to be the
use or imminent use of deadly physical force.

« To effect the arrest, or prevent the escape from custody of, a person who the officer reasonably
believes is attempting to escape by means of a deadly weapon.

« To effect the arrest, or prevent the escape from custody of, a person who the officer reasonably
believes presents an imminent threat of death or serious physical injury to others unless
apprehended without delay.

Deadly force is that force which, if used, is likely to inflict serious bodily injury or death.

Serious bodily injury is that which creates a substantial risk of death. It may cause serious
permanent disfigurement or result in long-term loss of the function of a bodily member or organ.

Reasonable belief is that set of facts or circumstances that would cause a reasonable person in
the officer's position to believe it was actually or apparently necessary to use the force which was

actually used.

In the event an officer is involved in a use of deadly force incident, he will be reassigned and
evaluated in a manner consistent with the provisions of Departmental Directive 8.2.
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1.6.5 IMPROPER USE OF FIREARMS OR OTHER DEADLY FORCE

Officers will be subject to disciplinary action if the use of a firearm or other deadly force involves:
« A violation of the law by the officer

« A violation of Departmental rules

« Disregard for public safety

« Misconduct on the officer's part

« Accidental discharge through carelessness or recklessness

« Firing of "warning shots"

« Other poor judgment involving the use of a firearm or other deadly force

1.6.6 MEDICAL ASSESSMENT

Whenever an officer uses force on an individual in custody, the officer will ensure the individual
receives appropriate medical treatment as outlined in Departmental Directive 11.1.5. If an
individual is affected by a use of police force, and is not in-custody, officers will make reasonable
efforts to ensure any associated medical issues are addressed.
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1.7.1 GOALS AND OBJECTIVES

Bureau and Division level Commanders will prepare annual goals and objectives for their units
and the Department. Goals preparation will follow the provisions of the Greensboro Budget
Manual and the budget calendar established for that purpose.

In preparing these goals and objectives, Commanders should seek input from unit personnel.
When the goals and objectives of the unit and Department have been adopted, Commanders will
share this information with subordinates in a written distribution.

1.7.2 MONTHLY STATUS REPORT

At the conclusion of each month, each Division Commanding Officer will submit a monthly report
detailing accomplishments, activities, and status of his command. This report will be used to
identify problem areas, to analyze trends, and to describe the status of programs and address
objectives linked to the Chief's workplan.

Monthly reports will be forwarded through channels so as to be received by the Office of the Chief
of Police not later than the 10th of the following month. In addition to forwarding a copy of the
monthly report to the Office of Chief of Police, a copy of all monthly reports shall be forwarded to
the Accreditation Section.

1.7.3 LINE INSPECTION

Line inspection shall be an ongoing process to ensure that all personnel are acting in concert with
Departmental requirements in areas of personal appearance, use and maintenance of equipment,
and adherence to rules, regulations, and directives.

Each supervisor is responsible for line inspection within his area of responsibility. Unit S.O.P.
Manuals will set forth procedures governing the frequency, scope, and documentation of
inspections, and the corrective actions and follow-up procedures to be followed.

1.7.4 REVIEW OF SPECIALIZED UNITS/ACTIVITIES

Supervisory personnel are charged with the responsibility of conducting annual reviews of any
specialized unit and activity within their command to ensure their continuing justification and
cost/benefit factors.

1.7.5 DEPARTMENT STAFF INSPECTIONS

Department Staff Inspections provide the Chief of Police with an additional source of information
to evaluate Departmental efficiency and effectiveness.

The Staff Inspectors accomplish this purpose through an ongoing process of inspections/audits of
functions, equipment, procedures and personnel of the Department. They operate at the direction
of the Chief of Police or his designate. The Staff Inspections Section operates within the Office of
the Chief of Police and reports to the Executive Officer to the Chief of Police.
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Inspectors will provide appropriate notification to the affected Bureau and Division Commander
prior to the initiation of the inspection. The inspectors may request a member of the affected unit
to act as a liaison between the unit and the Inspection Team.

Upon completion of an inspection, the Inspections Team will prepare a written report and
schedule a review conference. The review conference will be attended by the Chief of Police,
Bureau Commander, Division Commanding Officer (or Director), the Executive Officer to the Chief
of Police, and the Inspections Team. The Inspections Team will provide each attendee with a
written copy of the report. This conference will provide the opportunity for discussion and
feedback regarding the findings of the report.

Within fifteen (15) working days after the report has been received, the affected Division
Commander or Director will prepare a written response to the Inspections Report. The response
will specify the reasons for concurrence or non-concurrence, and submit a timetable for
implementation of corrective action on all findings bearing concurrence. The affected Division
Commander may request an extension, if necessary, for response. The Division Commanding
Officer will present his response at a meeting with the Chief of Police, Bureau Commander,
Executive Officer to the Chief of Police, and the Inspections Team. The Chief of Police will
determine final approval. Consideration will be given to the issues raised, resolving disagreements,
and proposed implementation actions.

Within ninety days of receipt of the Division Commanding Officer’s response a follow up inspection
for noted deficiencies that cannot be immediately corrected will be performed by the Inspections
Team. The Inspections Team will then prepare a written follow-up report to be presented at a
follow-up conference, which will normally include the Chief of Police, Bureau Commander, the
Division Commanding Officer, Executive Officer to the Chief of Police, and the Inspections Team.
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1.8.1 GENERAL

The purpose of this directive is to establish a prohibition against any police action originating from
a bias-based stereotype or profile. The Greensboro Police Department is committed to the equal
and fair treatment of all members of the public, and will act responsibly in every capacity to
continuously enhance public trust and support the ideals of a democratic and free society.

1.8.2 DEFINITIONS

Stereotype: A simplistic, inaccurate, and usually offensive generalization about a group of
persons.

Bias-Based Policing: The initiation of any police activity based solely on the race, gender,
ethnicity, religion, age, citizenship, or sexual orientation of an individual.

1.8.3 POLICY

It shall be the policy of the Greensboro Police Department not to engage citizens based solely upon
their race, gender, ethnicity, religion, age, citizenship, or sexual orientation when performing any
law enforcement functions, including:

Traffic enforcement activities
Criminal investigative activities
Field interview inquires
Asset/forfeiture seizures

Additionally, the decision to initiate or not initiate any public service activity, or any other service
provided by the Department, based solely upon personal bias or stereotypes is prohibited.
However, police employees may use any of the above-denoted personal characteristics to establish
articulable reason, reasonable suspicion or probable cause when performing law enforcement
services, so long as such characteristics are not the sole basis for the action or inaction.

1.8.4 TRAINING

Agency personnel will receive training in bias-based policing practices and prohibitions, including
legal aspects. Police recruits will receive this training during the Police Basic Introductory Course,
and as part of the Field Training Program. Annual In-service training and other on-going training
will be provided by the Training Division. Training in biased-based policing should include, at a
minimum: field contacts, traffic stops, searches and seizures, interview techniques, cultural
diversity, discrimination, and community support.

1.8.5 RECEIVING AND PROCESSING COMPLAINTS OF BIAS BASED POLICING
Without exception, every complaint of bias-based policing which, if proven true, would constitute
a violation of Departmental rules, must be recorded on a Greensboro Police Department

“Allegation of Employee Misconduct Form” and thoroughly investigated. This requirement also
applies to those complaints that are immediately addressed and satisfactorily resolved with the
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complainant. In each circumstance, the supervisor completing the “Allegation of Employee
Misconduct Form” will forward it to the Professional Standards Division, providing all
necessary information regarding the complaint (This requirement does not apply to
complaints meeting the criteria described in Section 7.2.2 (c) of Directive 7.2). The
Professional Standards Division will follow up with all complainants to investigate or to
ensure satisfactory resolution was achieved and will ensure that statistical information
regarding all complaints received are included in its periodic reports to the Chief of Police.

1.8.6 ANNUAL ANALYSES

A documented annual analysis of the Department’s bias-based policing data will be
conducted on a calendar year basis by the Staff Inspections Section. Additionally, the
Professional Standards Division will conduct a documented annual analysis of complaints
and concerns received related to allegations of bias based policing.
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The employment process is designed to evaluate applicants in terms of job related standards and
ensure the selection of applicants who meet the standards. This directive sets forth the
procedures for applicant selection and processing and identifies the functional aspects of the
overall employment process.

The Greensboro Police Department will attempt to minimize any adverse impact within the
employment process. Adverse impact, for the purpose of this directive, is defined as a
substantially different rate of selection which works to the disadvantage of members of a race, sex,
or ethnic group; an unfavorable effect. The employment selection process will use only those
components that have been documented as having job relatedness, usefulness and a minimum
adverse impact. Adverse impact in the employment process will be measured by comparing the
selection rates for each race, sex and ethnic group with the group having the highest selection
rate. (Records and data used to monitor adverse impact shall be maintained on file within the
Resource Management Division.)

All components of the employment process will be administered, scored, evaluated and interpreted
in a uniform manner. Whenever possible, Departmental personnel representative of race, sex and
ethnic groups in the Department's service area shall be included in the selection process.

All applications for non-sworn employment with the Department shall be considered for the
current employment process only. Applicants must reapply for each specific employment process.

All applications for sworn employment with the Department shall be considered for a period of one
year. Upon completion of one year, if the applicant has not been hired, the applicant must

reapply for the position sought.

The Police Department, in conjunction with the City Human Resources Department, shall evaluate
the employment process at least annually.
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Although the City of Greensboro Human Resources Department- Employment Office will receive
all applications for sworn employment with the Greensboro Police Department, the Resource
Management Division maintains a number of responsibilities in the selection and hiring process
for sworn personnel.

2.2.1 RESPONSIBILITY OF RESOURCE MANAGEMENT DIVISION

The Resource Management Division is responsible to:

e« Coordinate the application process with City of Greensboro Human Resources Department
H.R. Business Partner.

« Provide interested applicants with general information applicable to the position being sought
and a description of all elements of the selection process.

< Provide written notice of the anticipated duration of the selection process.

=~ Record all applications received and coordinate conditions of processing and disposition of
each application.

» Schedule applicants for the appropriate assessments during the application process.

« Provide conditions and procedures for re-application if the applicant is not hired.

2.2.2 SWORN APPLICATION PROCESS

Upon receipt of applications for the position of sworn officer, the following processes will be
administered or coordinated by the Resource Management Division. The denoted processes may
or may not occur exactly in the order as listed in this directive and are divided into pre-conditional
offer and post-conditional offer assessments. The applicant will be guided through the processes
and advised as necessary of their status. Each applicant will be provided advance notice of the
associated processes for scheduling purposes.

The following processes occur prior to any conditional offer of employment:

e Review all application material for compliance with established North Carolina Criminal
Justice Education and Training Standards Commission and Greensboro Police Department
criteria.

» Schedule and Administer the Police Officer Physical Ability Test (modified) and North Carolina
Criminal Justice Education and Training Standards Commission mandated reading
comprehension test.

= Schedule and review Statistical Risk Analysis Testing.

» Coordinate the assignment and review of background investigations.
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The following processes are administered after a conditional offer of employment is made to the
candidate:

« Provide police officer and reserve officer applicants, with a list of areas from which
polygraph questions will be drawn, at the time the testing is conducted.

» Coordinate and review polygraph examinations.
e Coordinate and review psychological assessments.

» Coordinate Medical Evaluations and Drug Screening with the City of Greensboro Medical
Services and receive clearances for employment.

2.2.3 FINAL SELECTION PROCESS

A Hiring Board consisting of the Deputy Chief of the Management Bureau, the Commanding
Officer of the Resource Management Division, the Commanding Officer of the Professional
Standards Division, the Commanding Officer of the Training Division, the School Director of the
Police Basic Training Academy, and a Patrol Division Captain will review and evaluate all
qualifying applications and make recommendations for employment to the Chief of Police. The
Chief of Police, or his designee, will make the final hiring decision prior to the conditional and
final offers of employment.

Each person employed as a sworn officer must successfully complete a probationary period that
encompasses the one (1) year period following the date they are sworn.
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2.3.1 PURPOSE OF PROGRAM

The Lateral Entry Program adopted by the Greensboro Police Department has been designed to
reduce the total training time required to staff the Department with certified law enforcement
officers.

Administration of the Lateral Entry Program is assigned to the Resource Management Division.

2.3.2 ELIGIBILITY REQUIREMENTS FOR THE LATERAL ENTRY PROGRAM

All persons applying for consideration by the Greensboro Police Department under the Lateral
Entry Program must comply with the following requirements:

Must possess a current Law Enforcement Officer Certification by the state of North
Carolina and must have been employed in a full-time law enforcement capacity for a
minimum of 24 months in the preceding 30 month period (at the time application is
received). The totality of the individual’s law enforcement training and work experience
will be considered;

Must have served a minimum of two (2) years in a civilian governmental law enforcement
assignment;

Must meet all current standards for a police officer applicant;
Complete all parts of the hiring process as established by the Department in D.D. 2.2;

Must be evaluated and recommended for employment by the department’s selection
committee;

Greensboro Police Reserve Officers who have completed the Greensboro Police Department
PBIC and maintain continuous certification are eligible for reinstatement at the discretion
of the Chief of Police;

Former Greensboro Police Officers who have not been separated from the agency for more
than one (1) year are eligible for reinstatement, but must successfully complete all portions
of the employment process;

Out-of-State officers who meet all of the aforementioned requirements do not qualify for the
Lateral Entry Program, however, shall be compensated for previous experience upon employment.
They must complete the Greensboro Police Department PBIC in its entirety and all field-training
components.

All in-state applicants who qualify for the Lateral Entry Program, will be hired as a Police Officer I,
beginning year three (3) for training and compensation purposes.
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2.3.3 TRAINING REQUIREMENTS

Applicants selected for employment under the Lateral Entry Program will be required to
successfully complete an academy training program as prescribed by the North Carolina Criminal
Justice Training and Standards Commission.

Those persons successfully completing the academy program will be required to successfully
complete a Police Training Officer (PTO) Program as established by the Department. Length and
content of field training may vary based on the qualifications and experience of individual officers.

In all cases, failure to successfully complete the PTO Program will be grounds for termination.
While participating in the PTO Program, lateral entry officers must satisfy the standards which
apply to other police officers.

Each person employed under the Lateral Entry Program will be required to meet the one year
probationary standards of the Department for sworn members.

2.3.4 EMPLOYMENT STATUS OF LATERAL ENTRY PERSONNEL
All persons employed by the Greensboro Police Department under the Lateral Entry Program will
be employed at the Police Officer | level. Persons employed through this program will be required

to meet all "time in grade" requirements currently in place, prior to participation in any
promotional or transfer processes.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



TITLE: REINSTATEMENT OF FORMER OFFICERS
NUMBER 2.4

EFFECTIVE DATE: 03-30-2010 PAGE 1 0OF 2

REVISION HISTORY: (Adopted 09-01-94) R3/03-30-2010

The Greensboro Police Department will consider for reinstatement all former Greensboro Police
Officers who were not separated for cause, and are eligible for recertification under the provisions
established by the North Carolina Criminal Justice Training and Standards Commission.

2.4.1 REQUIREMENTS FOR REINSTATEMENT

Former Greensboro Police Officers who resigned and are seeking reinstatement must make
application through the Resource Management Division. Applicants must complete and submit a
City of Greensboro Employment Application and the Personal History Statement, form F-3.
Applicants must meet the current minimum standards for police officers. Applicants who meet
the minimum hiring standards will be processed in accordance with Departmental Directives and
the Resource Management Division SOP.

Applicants will be required to participate in all phases of the application process as required by
Departmental Directive 2.2 (Employment Process for Sworn Personnel) with the exception of the
Oral Interview Process. The Hiring Board will make a recommendation to the Chief of Police and
he shall have the final determination on employment.

If a conditional offer is extended, the applicant will be processed just as any other sworn applicant
and must successfully complete all phases of the conditional offer.

Retired Greensboro Police Officers seeking reinstatement to a sworn status for employment as a
roster employee or to the Police Reserve Corps must make application through the Resource
Management Division. Applicants must complete and submit a City of Greensboro Employment
Application and the Personal History Statement, form F-3. Applicants must meet the current
minimum standards for police officers. Applicants who meet the minimum hiring standards will
be processed in accordance with Departmental Directives and the Resource Management Division
SOP.

Applicants will be required to participate in all phases of the application process as required by
Departmental Directive 2.2 (Employment Process for Sworn Personnel) with the exception of the
Oral Interview Process. The Hiring Board will make a recommendation to the Chief of Police and
he shall have the final determination on employment.

If a conditional offer is extended, the applicant will be processed just as any other sworn applicant
and must successfully complete all phases of the conditional offer.

Additionally, the applicant is responsible for compliance with in-service requirements missed
during the period of separation, at their expense.
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2.4.2 RETENTION OF BENEFITS

Reinstated officers will regain all previous Departmental service years attained prior to separation.
They will be eligible to participate in promotional processes and be considered for Departmental
transfers in accordance with applicable policies and procedures.

A former Greensboro Police Officer who had attained the rank of Police Officer Il or higher will be
reinstated as a Police Officer Il; all others will be reinstated to the position of Police Officer I.
Reinstated officers will serve a probationary period of one year.

Reinstated officers will not be entitled to previously earned service credit in determining eligibility
for group medical and life insurance benefits, longevity, and annual leave.

Retirement credit may be restored within applicable City and State retirement guidelines. If
retirement funds were not withdrawn, the reinstated officer may reestablish retirement credits
immediately. If retirement funds have been withdrawn, credit for former service may be
purchased in accordance with the guidelines established by the applicable retirement system.

Reinstated officers will be assigned to the Patrol Bureau. Training credits will be restored and
officers will not be required to attend recruit or field training but, at the discretion of their Division
Commanding Officer, may be assigned to a Police Training Officer for a period of time for
reorientation. Successful firearms qualification is required prior to certification approval by The
North Carolina Criminal Justice Training and Standards Commission.

Retired officers who are placed in a roster position will not receive any benefits from the City.
These employees are subject to the applicable State Retirement System earnings and work
restrictions.
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The employment process described in this section applies to non-sworn employees, including all
full-time, permanent, and temporary employees, with the exception of School Crossing Guards. It
will be administered in a manner consistent with City policy concerning fairness and reasonable
accommodation.

2.5.1 INITIAL SELECTION PROCESS

Initial screening is performed by the City of Greensboro Human Resources Department.
Applicants found to be acceptable will be referred to the Resource Management Division. The
Resource Management Division will notify the affected Bureau Commander who will designate
bureau selection members.

The bureau selection members are responsible for assessing the applicant's experience,
background, education, and other relevant information in terms of specific position requirements.
All components of the selection process shall be based upon job relatedness, usefulness, and
nondiscriminatory procedures. Applicants who compare favorably with the established standards
of the position will be scheduled for an oral interview.

2.5.2 ORAL INTERVIEW AND RECOMMENDATIONS

The oral interview will be conducted by the bureau selection members. Interview procedures,
questions, and assessment guidelines may be reviewed by the Resource Management Division
prior to the interview being conducted.

Based upon the application, skills test (if applicable), Statistical Research Analysis (if applicable),
and oral interview, the Bureau Selection Committee will make recommendations by memorandum
to the Resource Management Division. Recommendations will include a preferred ranking of the
applicants and specific information and conclusions regarding the qualifications of each applicant.

2.5.3 BACKGROUND INVESTIGATION

Based upon the recommendations of the bureau selection members, applicants will be assigned in
the designated preferred order for completion of a background investigation. When possible, a
minimum of three applicants will be assigned for background investigations for every one vacancy.
2.5.4 REQUIRED EXAMINATIONS

Applicants will be required to successfully complete any examination deemed appropriate to the
position. These examinations could include any of the following; medical, psychological, polygraph

assessments, and drug screening.

Employment is conditional upon the successful completion of any or all of these examinations.
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2.5.5 FINAL SELECTION

The Commanding Officer of the unit with the vacancy will review all information on
applicants, and will make hiring recommendations to the affected Bureau Commander. The
Bureau Commander will make the final determination on employment.

2.5.6 PROBATIONARY PERIOD

Applicants accepting non-sworn employment with the Greensboro Police Department must
serve a six-month probationary period and successfully complete entry-level training before
attaining permanent employment status. The probationary period may be extended beyond

the six-month period.
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2.6.1 FORMER OFFICERS

The Greensboro Police Department will consider for reemployment all former Greensboro Police
Officers who were not separated for cause, and are eligible for recertification under the provisions
established by the North Carolina Criminal Justice Training and Standards Commission. Former
Greensboro Police Officers who have been separated for a period of more than one year may
reapply and be considered for employment under the provisions of Departmental Directive 2.2
(Employment Process for Sworn Personnel).

Retirement credit may be restored within applicable City and retirement guidelines. If retirement
funds were not withdrawn, the reemployed officer may reestablish retirement credits immediately.
If retirement funds have been withdrawn, credit for former service may be purchased in
accordance with the guidelines established by the applicable retirement system.

2.6.2 NONSWORN EMPLOYEES

Former employees in non-sworn positions will be considered for reemployment and may be
reinstated in accordance with City of Greensboro Standard Procedure B-15, Reinstatement.
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This directive sets forth procedures for the selection process for employment of School Crossing
Guards.

2.7.1 APPLICATION PROCEDURES

Applicants applying for the position of School Crossing Guard must meet the following
requirements:

* Minimum age 21.

< Physical condition appropriate to the successful performance of job expectations.

e Telephone.

» Transportation to and from post.

A criminal history of the applicant will be reviewed for any offenses or convictions which would
make employment of the applicant not in the best interests of the Police Department. All
applications for employment as a School Crossing Guard will be made through the City
Employment Office and forwarded to the Operational Support Division. The School Safety Officer

will screen each applicant to ensure that minimum employment requirements are met.

The School Safety Officer will conduct a background investigation on each applicant based on the
need to fill vacancies.

2.7.2 BACKGROUND INVESTIGATION

The background investigation will consist of:

« Interview with the applicant.

« Interview with at least three of the applicant's listed references.
« Interview with past employers.

e Credit check conducted through the Greensboro Credit Bureau by Resource Management
Division personnel.

e A summary of the investigator's findings and conclusions regarding the applicant's moral
character.

The background investigation will be documented in written, memorandum form. It will contain
documentation of the interview with the applicant, interviews with the three listed references,
interviews with past employer(s), verification that the applicant meets the listed minimum
requirements for employment, and a summary of the investigator's findings and conclusions
regarding the applicant's moral character.
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2.7.3 FINAL SELECTION

Each applicant will be evaluated by both the School Safety Officer and the Operational Support
Division Executive Officer. They will submit a written recommendation on all applicants to the
Commanding Officer of the Operational Support Division.

The Commanding Officer of the Operational Support Division will make School Crossing Guard
employment selections with the approval of the Chief of Police.

Upon acceptance for employment, the applicant's original file will be transferred from the
Operational Support Division to the Resource Management Division to become the applicant's
Departmental personnel file. Each applicant's file will contain:

» Application for employment
« Background investigation

» Credit report

* Criminal history

The Operational Support Division will maintain a record of each nonselected applicant's
background investigation report for a period of three years.
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The Fair Labor Standards Act (FLSA) contains provisions and standards concerning minimum
wages, equal pay, overtime pay, and record keeping. Its provisions apply to the employees of state
and local government.

3.1.1 EMPLOYEE CLASSIFICATIONS

Under FLSA, employees are classified as either exempt or nonexempt. These classifications are
defined as follows:

Nonexempt Employees - All employees who are subject to the Fair Labor Standards Act.

Exempt Employees - All employees who have been specifically excluded from the provisions of the
Fair Labor Standards Act under the defined Executive, Administrative, or Professional
exemptions.

3.1.2 WORK TIME

Work time is defined by the Fair Labor Standards Act and by City policy as all time an employee is
"suffered or permitted" to work, regardless of where such work takes place. By this definition, any
preliminary or postliminary activity will be counted as work time. Allowing an employee to
perform tasks, which are related to their job, is the same as requiring the work under this

definition.

No nonexempt employee may work outside their normal work times without prior
supervisory approval.

Examples include, but are not limited to, the following:
 Lineup time.
e Organizing daily work prior to scheduled work time.

e Performing work-related activity before scheduled work time, after scheduled work time, or
during "lunch periods."

* Answering telephone during nonscheduled work time.

» Departmental meetings.

« Emergency medical treatment of injuries received on the job.

- Time spent adjusting a grievance under the City's Grievance and Appeal Procedure.
» Certain travel time depending on the circumstances of the travel.

e Jury Duty.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



TITLE: FAIR LABOR STANDARDS ACT AND CITY WORK
TIME POLICIES NUMBER 3.1

PAGE 2 OF 11

» Educational Leave with Pay.
e Official Duty.

Official duty (work time) will be managed in fifteen (15) minute increments (to the nearest quarter
hour).

In cases of Jury Duty, Educational Leave with Pay, and Official Duty, leave shall be submitted for
total leave time incurred. Only actual work time associated with the leave will be recorded in the
time and leave management system. Any activity which is deemed work time must be recorded as
such and the employee compensated in a manner which is acceptable to both the Fair Labor
Standards Act and current City and Departmental policy.

The following paid leave time is not work time:

» Holidays

 Annual Leave

e Sick Leave

e Workmen's Compensation

- Military Training

* Administrative Leave with Pay

3.1.3 OVERTIME FLSA PROVISIONS

Since varying levels of service to the public are provided throughout the Department, individual
Commanding Officers are responsible for developing work schedules and work time procedures for
their sworn and non-sworn personnel. These schedules and procedures will account for the level
of service provided and Fair Labor Standards Act provisions.

Proposed work schedule changes must be approved by the affected Bureau Commander prior to
implementation. Any proposed schedule change should include a statement of financial impact
anticipated by the change.

In accordance with the Fair Labor Standards Act, sworn personnel and non-sworn personnel have
two separate and distinct standards for hours worked.

Non-sworn Personnel - Work hours for non-sworn personnel are accounted for in a strict 7-day
period. All hours worked over 40 in the 7-day workweek are subject to overtime compensation.
The compensation will be in one of the following forms:

e Schedule time off on an hour-for-hour basis in the same workweek to avoid overtime. This

method may be used by the Division Commanding Officer or non-sworn Director to reduce the
total work time for the workweek to 40 hours.
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« Work hours which exceed 40 hours for the workweek and could not be taken off in the
workweek earned will be compensated at the premium time and one-half pay rate.

Sworn Personnel - Hours worked for sworn personnel are accounted for based on the cycle they
are working. This cycle is based on the work schedule and cannot exceed 28 days. For the 28-
day cycle, the maximum allowable work hours before overtime compensation is required, are 171.
All sworn personnel will work a twenty-eight (28) day cycle unless approved by the affected
Bureau Commander with concurrence from the Commanding Officer of the Resource Management
Division. For schedules which are less than twenty-eight days, the maximum allowable hours are
as follows:

Days Worked Maximum Work Hours
28 171
27 165
26 159
25 153
24 147
23 141
22 134
21 128
20 122

Overtime will be categorized in two (2) ways:

(1) Straight Overtime — time which is earned by working over the cycle minimum and up to the
FLSA limit established by the cycle, (paid at the employee’s equivalent hourly rate) and

(2) FLSA Overtime — time worked over the established FLSA limit for the cycle (paid at one and
one half times the employee’s equivalent hourly rate)

Definitions:

“Cycle Minimum” — The numbers of scheduled work hours that occur in the work cycle.

“Equivalent hourly rate” — (Current semi-monthly pay X 24 pay periods) divided by 2080

“Premium Pay” — pay which results from any work related activity that is outside of the normal
scheduled work time. This pay is awarded at one and one half times the employee’s equivalent
hourly rate.

Premium Pay may be earned by participating in one following qualifying activities:
(1) Unscheduled mobilization or activation on a scheduled off day

(2) Other unscheduled activity deemed qualifying by the Bureau Commander on a scheduled off
day
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Unscheduled mobilization or activation occurring on an off-day will be compensated at the
premium pay rate. All mobilization or activation time will be recorded in the time and leave
management system.

Unscheduled mobilization or activation occurring on a scheduled duty day will be counted as
work time and recorded in the time and leave management system. This time does not
automatically qualify as FLSA Overtime and does not require a Premium Pay entry.

For the purpose of determining overtime and associated compensation, work hours and leave
hours for sworn personnel shall be managed over the entire work cycle. Good stewardship of
public resources requires that supervisors manage personnel work hours in a way that
compliments the objectives of the organization. Supervisors may, for the purpose of this directive,
modify the employee’s normally scheduled work hours to prevent overtime hours. This option
generally will not be exercised on a duty day in which the employee has already reported for work.
However, it can be exercised for any future duty days within the work cycle. Leave hours must be
recorded in the time and leave management system however, leave time will be categorically
reconciled at the completion of the work cycle.

3.1.4 ON CALL AND CALL BACK TIME

Work time is considered anytime an employee is required to remain at or so near his place of work
or telephone that he cannot use the time effectively for his personal use, this must count as work
time. If the employee is not required to remain on the City's premises, but is asked merely to
leave word at his home or with his supervisor as to where or how he may be reached, then this
would not constitute work time. The use of portable telephones for on-call personnel is not
considered work time.

< Some employees are periodically required to be in a formal "on call" status during which time
they are expected to be available for contact by telephone and be able to report for work. "On
call" status is not considered work time; thus, it is not compensable. However, in recognition
of the potential inconvenience, employees in this status shall be awarded the equivalent of
four (4) hours of pay per on call week. This time will always be compensated at the equivalent
of the employee’s hourly rate.

< When an employee is called back to work, the work time begins when he leaves his residence
and ends upon his return home.

e When called back to duty on an off day, the credited work time will be for the actual time
worked or two (2) hours, whichever is greater. This time must be recorded in the time and
leave management system and is compensated at one and one half times the equivalent of the
employee’s hourly rate. This time is not recorded as scheduled work time.

< When called back to duty on a scheduled duty day, the time is recorded in the time and leave
management system and is reconciled along with other work hours.
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* The duty day is based on the twenty-four (24) hour clock. Premium pay hours are only those
hours that occurred on the off day. (e.g. An officer is called back to work at 2300 hours on his
last scheduled duty day and works four (4) hours. One (1) hour is considered straight time and
three (3) hours are premium pay hours.

e If called back to duty prior to the beginning of a scheduled duty day, the start of the duty day
may be modified to the time called back to work, with the approval of the employee’s
supervisor.

3.1.5 TIME AND LEAVE MANAGEMENT SYSTEM

The work time of all non-exempt employees will be entered into the computerized Time and Leave
Management System. It is the responsibility of the Executive Officer of each division to ensure the
accuracy of all division employees’s entered time and leave prior to the time cycle lock. Time
cycles (beginning of cycle / end of cycle / cycle lock / cycle upload) are posted annually by the
Resource Management Division. The cycle lock is considered to be the “electronic signature” of
the employee and the employee’s Executive Officer.

3.1.6 SECONDARY EMPLOYMENT

In accordance with the amendments of the Fair Labor Standards Act, secondary employment does
not constitute a joint-employment relationship. The hours worked are not counted as work hours
in determining overtime compensation.

Officers may not work secondary employment to an extent that it detrimentally affects their
fitness for regular duty. In any event, officers may not work more than fifteen and one-half hours
per calendar day in any combination of on-duty or secondary employment unless warranted by
unusual public safety concerns and with supervisory approval.

When an employee works additional city duty for another City department (i.e., the Coliseum), a
dual employment relationship arises.

With the exception of sworn officers, City policy does not allow dual employment for Departmental
personnel. Sworn officers may continue working in an additional city duty status for other City
departments when they are employed as a police officer. All hours worked for other City
departments are in addition to an officer's normal work schedule and will be paid by the other
department at a rate equal to one and one-half times the officer's normal rate of pay.

3.1.7 ATTENDANCE AT TRAINING SESSIONS AND OTHER MEETINGS

Required attendance at training or other meetings is considered work time, whether before, during
or after the employee's regular workday.

Attendance at an authorized or required training program will be counted as work time for the

employee while attending the school. The work hours recorded for the training program will take
into account only the contact hours for the class and the travel time necessary to travel to and
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from the school. Travel time to a school conducted in a facility within Guilford County is regarded
as commuting time and is not work time. The Division Commander will take into account the
total hours worked during the cycle to determine if additional compensation is due the employee.
For training programs attended on a scheduled workday, the Division Commander may modify the
employee's schedule to accommodate the school and the remaining work time for the day. In
these situations, the time spent in the normal duty assignment should be in a continual time
frame with the training program attended.

The policy outlined above will also be used for in-service training scheduled by the Training
Division and for special team training, except as noted below.

e When travel and attendance at an educational school or program occurs on a regularly
scheduled workday, the travel time will count as the work time (except within Guilford County)
with the employee reporting only the actual travel time and/or attendance as work time in the
time and leave management system. Division Commanding Officers may require an employee
to work a partial day prior to travel when the required arrival time and estimated travel time
permit. When the travel time exceeds the normal workday, the time in excess of the normal
workday will be treated the same as work time. When travel and/or attendance occur on a
regular off day, the travel time will count as the work time with the employee reporting only
the actual travel time and/or attendance as work time in the time and leave management
system.

* Special team training hours are established based on the needs of the team and must be
approved by the affected team’s Division Commanding Officer. All hours worked will be
accounted for on a one for one basis with the exception of “Duty Days” written above. In order
to earn one Duty Day employees must complete eight (8) actual work hours. Training events
which are eight or fewer work hours must be accounted for on an hour for hour basis. For
accountability, each Special Team Leader will enter actual hours worked for each team
member in the time and leave management system. The employee’s full-time supervisor will
review and audit an employee’s work hours and approve those in the time and leave
management system. The full-time supervisor will attempt to reconcile special team training
within the work cycle if operational needs allow.

Calculating Work Time with Duty Days

Attendance in departmentally approved schools or other approved training often constitutes a
duty day that is reduced in hours from the normal duty day, especially in the case of operational
personnel. In these cases, the department recognizes that the employee could fall short of the
required cycle minimum for required work hours.

To address this situation, the department allows the use of “duty hours”. These hours result from
the mathematical difference of the scheduled duty day as compared to the reduced duty day
resulting from this “forced scheduling”. That is to say that if an employee attends an eight (8) hour
school on a scheduled eleven (11) hour duty day, the employee is credited up to three (3) “duty
hours” for the purpose of approaching or reaching the required cycle minimum. Additionally, if an
employee attends a forty (40) hour school in lieu of attending forty-four (44) hours of scheduled
duty time, the employee is credited up to four (4) “duty hours” for the purpose of approaching or
reaching the required cycle minimum. “Duty hours” cannot be used to force the work hours per
cycle over the cycle minimum, and will not be used to generate overtime hours.
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When attending most conferences of professional organizations, the schedule of events can be
placed in two categories: a training program and social program. When the Department sends an
employee to a conference, the granting of educational leave requires that the employee attend all
scheduled training programs. Attendance and participation in the social activities is at the option
of the employee. The only hours that would be counted as work time would be those hours which
are associated with the training program and the official business of the conference (i.e.,
registration, business meeting, etc.). The policy for attending a professional conference will be as
follows:

« When authorized to attend a professional conference, an officer will be granted educational
leave. When an employee attends the conference on a regularly scheduled duty day, the
conference attendance will be credited to the duty day.

< When an employee attends a conference on a regularly scheduled off day, the total work time
scheduled for the shifts before and after the conference will be evaluated to determine the
amount of time due to the employee.

Attendance at training programs sponsored by the other City Departments are normally voluntary
in nature. As such attendance does not constitute work time unless the training falls on a
regularly scheduled work day and the employee is allowed to attend during normal duty hours.

3.1.8 AUTHORIZATION OF OVERTIME

Any supervisor may authorize overtime for their subordinates in order to complete the duties and
responsibilities for their respective work units.

3.1.9 ATTENDANCE AT PROGRAMS TO BENEFIT AT RISK YOUTH

Employees are permitted to utilize one hour per calendar week of work time with an approved
program or agency designed to benefit at risk youth in the community. Time spent assisting in
these situations during the duty day is considered regular work time. To avoid any conflict of
interest employees will refrain from assisting where it appears that it personally benefits the
employee, family members or acquaintances or where it could appear that personal endorsements
or preference is expected. The Department’s Community Relations Coordinator will maintain a
list of programs and locations which have been approved under this policy. Approved
opportunities include, but may not be limited to the following:

e Junior Achievement

e Operation Yuletide

e Special Olympics

« Boys and Girls Club Sports Program
< GPAL

This list is not intended to be inclusive and may be changed at the discretion of the Chief of
Police. Employees will be notified of any changes by the Community Relations Coordinator.
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For accountability, all work day volunteer hours will be entered into the time and leave
management system using the code Department Supported Community Program.

Employees must:

 Secure approval from their immediate supervisor prior to making a commitment to
participate during his/her normal work day

 Honor the commitment to the department and the agency

e Supervisors are responsible for ensuring volunteer time does not detract from minimum
staffing levels or other assignments

« Employees will either self assign and clear or notify communications of the assignment by
radio

3.1.10 ATTENDANCE AT REQUIRED MILITARY TRAINING

Employees serving in a military reserve, or National Guard capacity have the option to request
supervisory permission to flex their regularly scheduled work hours. “Flex Time” is defined as
working on regularly scheduled off-days in exchange for time spent at military training during the
employee’s regularly scheduled on-duty day.

Employees actively serving in a reserve capacity are allowed to request a schedule change within
their work cycle to accommodate their reserve duty schedule. Final permission to flex a schedule
rests with the Commanding Officer of the affected Division, and may be based upon any number
of factors, to include personnel strength and other departmental obligations. Scheduling of
“owed” duty time and assignment location for employees participating in this program is at the
discretion of the Division Commanding Officer. The employee may be required to work a
shift/location different from their normal assignment to cover operational needs.

The following are qualifications for participation:

« Flex time can only be utilized for the purpose of fulfilling military duty obligations by those
employees serving in the Guard/Reserve

e The employee must provide a copy of their military duty schedule to their immediate
supervisor that accounts for a minimum of the next 6 months duty

« Flex time must be resolved within the affected employee’s work cycle

e« Flex time must be documented in the time and leave management system by use of the
appropriate “military flex” codes.

 Time worked will utilize the “military flex worked” code

e Time off will utilize the “military flex trade” code

* Flex time cannot exceed the duty days scheduled on any affected employees duty schedule

e Full days flexed off-duty will be resolved by serving full days on-duty, not on a piecemeal basis

« Flex time cannot be utilized for annual military training. Annual training will continue to be
documented utilizing the “military leave” code. This directive does not affect the current city
benefit for annual training.

e The utilization of flex time is not mandatory. It is strictly voluntary on the part of the affected
employee.
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3.1.10 COURT ATTENDANCE

Regularly scheduled court days for field personnel are allocated at six (6) hours per scheduled
court day and are considered required work time. These hours are treated as normal work time
and should be recorded in the time and leave management system.

A non-exempt employee required to attend court on a duty day, but outside the normal duty
hours, is permitted to flex work hours if possible. A non-exempt employee may receive paid
compensation at a rate of time and one-half for the actual hours spent in court or one hour,
whichever is greater. A non-exempt employee required to attend court on a scheduled off day will
receive paid compensation at a rate of time and one-half for the actual hours spent in court or
four hours, whichever is greater. For court compensation purposes, a duty day is considered as
such regardless of leave status. An officer subpoenaed to appear in court on a duty day for which
leave is being utilized will be compensated at the duty day rate.

Exempt employees who are required to attend court for a case(s) that arose during their
assignment as a non-exempt employee, will be paid for such court time in the same manner as a
non-exempt employees. However, no other court time will be paid for exempt employees.

Employees appearing for court while off duty will report to the Court Liaison and complete a
Greensboro Police Department Premium Pay Voucher. To receive payment for off-duty court
attendance, members must have complied with the provisions of this Directive. The employee
shall have the responsibility of returning the voucher to his/her supervisor for review and
inclusion with the current time documents.

Employees shall not enter into any financial understanding for appearance as a witness prior to
any trial, except in accordance with current Directives.

An employee required to attend Federal Court will receive work time for the time spent attending
the Federal proceeding and will retain the witness fee paid by the Federal Court. Any travel
monies received from attending a Federal Court proceeding will be returned to the City, if
transportation was furnished by the City.

3.1.11 MEAL PERIODS

Generally, if a unit's personnel cannot be assured of a meal period during the normal duty day,
that unit's meal period is included as work time as designated by the Bureau Commander.

Meal periods must be at least thirty minutes to be excluded from work time. If an employee is
permitted to work during a "meal period," the time must be counted as work time.

Appropriate meal periods for employees shall be established in each Division's Standard Operating
Procedures.

All meal periods shall be subject to supervision and direction and shall be scheduled to provide
continued service to the public.

No meal period will be granted for employees working fewer than four hours.
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No meal period will be scheduled at the immediate beginning or end of a duty day except in
special situations and then only with permission of the immediate supervisor.

Employees shall not drive Departmental vehicles outside the Greensboro City limits for the
purpose of meals, except to City-owned or sponsored events, including monthly Police Club meals.

3.1.12 BREAK PERIODS

Employees are permitted two 15-minute breaks during each full workday. Break periods must be
counted as work time and cannot be used to offset other work time in any work period.

If an employee does not receive breaks during the duty day, there is no effect on the work hours.
Additional compensation is not due the employee if the breaks are not received.

All break periods shall be subject to supervision and direction and shall be scheduled to provide
continued service to the public.

3.1.13 HOLIDAY POLICY

The City of Greensboro recognizes eleven (11) paid holidays for its employees for a total of 88
hours holiday time. City policy regarding holiday time is as follows:

Holiday time shall be implemented on a fiscal year basis. Holidays are accrued in the pay cycle in
which they occur. By June 30th, all employees must reduce their holiday time balance to a
maximum of 40 hours. All holiday time in excess of the 40 hour maximum will be forfeited. At the
beginning of each new fiscal year, an employee may not have a holiday time balance of more than
120 hours.

Holiday time for employees working schedules other than Monday through Friday, 8 AM to SPM
may be taken as approved by their immediate supervisor and in accordance with established
District/Division guidelines.

Employees who work fixed schedules will take holidays on the day(s) established by the City.

3.1.14 TEMPORARY ASSIGNMENT COMPENSATION

When the necessity arises for an employee to assume temporarily the responsibility of another
position in a class which is assigned to a higher control point or to perform temporary duties
recognized at a higher level for a period of more than thirty (30) calendar days, the temporarily
assigned incumbent may receive compensation for the entire period of the temporary assignment
calculated as five percent (5%) of 85t percentile of the higher control point or 5 percent (5%) of
current salary, whichever is greater.
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In all such cases the Commanding Officer of the respective Division shall forward a memorandum
requesting the temporary assignment compensation to the Chief of Police identifying:

« the position which is temporarily vacant,

< the reason for the temporary vacancy,

« the employee that will assume the duties, and

« the anticipated duration of the temporary assignment.

The Chief of Police will review these requests and forward his recommendation to the City of
Greensboro’s Human Resources Director for final approval. Compensation for temporary
assignments will only occur if the assignment is for a period greater than 30 calendar days.
Affected commanders may submit the request for temporary assignment compensation after the
first 30 calendar days have passed. Employees receiving temporary assignment compensation will
be eligible for the entire period of the temporary assignment. Temporary assignment compensation
will generally be paid in cases where it is unreasonable to expect the agency to fully function
without an employee to serve in the temporarily vacant position and where there is a definite
added demand on the employee filling the position.

In no case will temporary assignment compensation be paid to employees who are filling vacant
positions which were created by other temporary assignments within the agency. However, in
cases where employees are attending long-term schools, temporary assignment compensation will
be considered. Temporary assignment compensation can be approved for any rank/grade within
the agency, so long as it qualifies under the intent of this Directive.

3.1.15 AUDITS

In order to promote fairness, equity and proper personnel time management the Division of
Resource Management will provide an annual report to the Command Staff analyzing work hours.

The report will provide detailed information on the total number of each employee’s actual work
hours, outside training hours attended, special team training hours, court hours and all other
hours worked which were dedicated to efforts than the employee’s primary assignment.
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The Department has established an Educational Achievement Bonus in order to attract new officers
who have credits or degrees from institutions of higher learning and to offer an incentive for
current officers to continue their education. The Department encourages all sworn personnel to
broaden their educational background by earning a baccalaureate or advanced degree.

3.2.1 PROCEDURES FOR POLICE TRAINEES

Police trainees may apply for an educational achievement bonus at the time of their employment.
The Resource Management Division will process the applications from trainees.

The trainee must submit a certified transcript or a copy of the diploma earned. If there is any
question about the school's accreditation, the trainee must submit certified proof of the school's
accreditation.

A trainee with an Associate of Arts Degree or its approved equivalent will be granted an
educational achievement bonus in the amount of $2500, to be paid in three (3) installments as
prescribed by the Pay Administration and Compensation Plan. A trainee with a Baccalaureate
Degree or its approved equivalent will be granted an educational achievement bonus in the
amount of $5000, to be paid in three (3) installments as prescribed by the Pay Administration and
Compensation Plan.

3.2.2 PROCEDURES FOR CURRENT EMPLOYEES

The officer must submit a certified transcript or a copy of the diploma earned. If there is any
question about the school's accreditation, the officer must submit certified proof of the school's
accreditation.

If a current officer earns an Associate of Arts Degree, or its approved equivalent, the City will grant
a one time educational achievement bonus in the amount of $2500, paid in full the pay period
following application. If a current officer earns a Baccalaureate Degree, or its approved
equivalent, the City will grant a one time educational achievement bonus in the amount of $5000,
paid in full the pay period following application. If an educational achievement bonus has already
been awarded to an officer for earning an Associate of Arts Degree, only $2500 will be awarded for
subsequently earning a Baccalaureate Degree.

Once an educational bonus has been awarded for a degree, subsequent degrees of the same type

will not qualify for additional bonuses. Double degrees or majors will qualify for one educational
achievement bonus only.
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3.3.1 GENERAL POLICY

The purpose of this policy is to clarify types of supplemental employment and establish
procedures and accountability measures for employees engaged in supplemental employment.

Definitions

Regular Duty: Regular Duty is defined as the time spent working for the City of Greensboro
Police Department which is compensated through base pay. This may include extended hours
attached to or considered part of the normal duty day.

Supplemental Employment: Supplemental Employment is defined as any activity in which
Greensboro Police Department employees engage for which they are compensated outside of their

regular duty.

Types of Supplemental Employment

+ Outside Employment
Outside Employment is defined as the time spent working for outside employers in any
capacity, other than those of a police officer, for which the employee is compensated. These
include any activities unrelated to the officer’s primary duties from which he/she receives
compensation, including self-employment. Sworn and non-sworn employees may participate
in outside employment.

« Additional City Duty: Additional City Duty is defined as the time spent working for the City of
Greensboro at City Sponsored Events or qualifying Coliseum Events in which the employee is
compensated at a rate equivalent to “time and a half” of the employee’s base salary.

« Secondary Employment: Secondary Employment is defined as the time spent working for
outside employers (employers other than the City of Greensboro). This type of employment
requires the employee to work under the color of his/her authority as a Police Officer and is
compensated at a rate established by the program’s governing policies.

There are three types of Secondary Employment:

Program Coordinated Secondary Employment: Program Coordinated Secondary Employment
is one time, short term, or infrequent secondary employment that is coordinated or managed
by the Program Coordinator with the assistance of the outside employer and the hired police
officer(s).

Officer Coordinated Secondary Employment: Officer Coordinated Secondary Employment is
on-going or long-term secondary employment that is coordinated or managed by the
Department’s designated Secondary Employment Coordinator (Police Officer).

Courtesy Officer: A Courtesy Officer is a specific type of Secondary Employment in which the
employee (a sworn police officer) receives free or reduced rent in return for restricted police
related services. In this type of employment, free or reduced housing expenses are considered
compensation.
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3.3.2 SECONDARY EMPLOYMENT

Purpose

To provide guidelines for employees regarding the types of secondary employment which are
appropriate, and establish procedures to maintain accountability for employees engaged in
secondary employment.

Conduct
Employees engaged in secondary employment will conform to all laws and Departmental policies
when working secondary employment.

Officers working secondary employment will take appropriate action to enforce the law and
preserve public safety, and will not enforce rules and regulations of an employer which are not
violations of the law.

General

The Greensboro Police Department recognizes that making police officers available to private
employers for security purposes provides an additional level of crime prevention, a reduction in
calls for service, and relationship development with the community that is mutually beneficial to
all participants. For this reason, Secondary Employment was established.

Secondary Employment is a privilege offered by the City of Greensboro and extended by the Chief
of Police to sworn Police Officers for an outside employer in exchange for compensation.
Secondary Employment is external and separate from regular duty responsibilities however, is
governed by City of Greensboro and Departmental policy. Professional standards of conduct and
maintenance of public trust will guide all secondary employment considerations. The Chief of
Police or his designee may suspend or discontinue this privilege at any time.

The Commanding Officer of the Special Operations Division is responsible for the coordination
and management of secondary employment. He/she may revoke or suspend an individual officer’s
secondary employment privileges as a result of policy violations or unsatisfactory performance.

The Commanding Officer of the Special Operations Division reserves the right to specify both the
minimum staffing and supervisory structure for secondary employment assignments as may be
required to meet appropriate security and law enforcement standards.

Employees may work approved alcoholic beverage outlets/establishments in compliance with
approved procedures.

On-going or long-term secondary employment may be coordinated by a sworn Police Officer
(Officer Coordinated) for the purpose of providing seamless service as well as a point of contact for
the employer. Coordinators may be compensated for their coordination time/efforts with the
agreement and understanding of the employer. Secondary Employment Coordinators are
responsible for staffing job assignments, replacement of “no-show” officers, record keeping, and
the reporting of related policy violations. Coordinators may also negotiate with employers to
develop payment schedules that differ from Program Coordinated assignments. These may occur
semimonthly or monthly, in accordance with the employer’s normal payroll schedule.

Any primary reports generated as a result of secondary employment, will be the responsibility of

the officer(s) assigned to the job/event. Any arrests resulting from the secondary employment
job/event will be transferred to the Patrol Bureau for transporting and booking.
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While the Department will make a reasonable effort to determine a secondary employer’s ability or
willingness to pay for services rendered, officers work these assignments at their own risk with the
exception of coverage under the City’s Worker’s Compensation system as applicable law may
require of the City. Officers should notify the SEPC of any non-payment by any person,
organization, or business.

Unless otherwise stated in the job posting requirements, or pre-approved by the Commanding
Officer of the Special Operations Division, the uniform standard for secondary employment is the
department’s Class A or Class B uniform. If the assignment requires plain clothes, officers will
comply with Directive 15.1.2.

Secondary employment activities must be limited to law enforcement duties to ensure Worker’s
Compensation coverage.

When engaged in off-duty employment, supervisory responsibilities are attached to positions for
the event rather than rank assignment within the department. This does not negate the
responsibility of higher ranking officers to make critical decisions in exigent circumstances.

3.3.3 POSTING AND ASSIGNMENT

The Secondary Employment Program Coordinator (SEPC) will post all assignments as they become
available. A posting by this Coordinator ensures that a “Secondary Employment Agreement” is on
file and that the employer is in good standing with the City or that there is no evidence to indicate
that the employer would not act responsibly with regard to compensation. Police Officers working
secondary employment accept all risks related to compensation and the Department will not be
responsible for payment or payment disputes.

Officers may accept job requests for which they are eligible. Once accepted, it is the responsibility
of the accepting officer to fulfill the job as requested. The SEPC will notify the employer when the
job has been filled. Compensation for Police Officers should be in the form of a check, cash or
electronic transfer, and should be paid prior to the completion of the assignment. Employers will
be required to pay for a minimum of three (3) hours (per officer) regardless of the length of the
assignment.

In the event of a job cancellation, the employer must notify the SEPC at least twenty four (24)
hours prior to the start time of the event to avoid liability for payment of compensation to the
accepting officer or the City for work performed by the SEPC. The SEPC will notify any/all
affected employees via a “high priority” e-mail in the event of a job cancellation.

Officers participating in Secondary Employment are responsible for ensuring that their work time
is recorded in the time management system. These entries should be reviewed by the officer’s
immediate supervisor at least once each time cycle.

Failure to report for an assignment may result in a suspension or revocation of secondary
employment privileges. Inability to report because of an unforeseen emergency should be reported
to the Watch Operations Center (Program Coordinated SE) at least one (1) hour before the
designated reporting time. Inability to report (Officer Coordinated SE) should be reported to the
Officer Coordinator at least one (1) hour before the designated reporting time. Coordinators must
report all unexcused absences or tardiness to the Commanding Officer of the Special Operations
Division by the next business day following the violation.
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3.3.4 PAYMENT AND FEE SCHEDULES
The Secondary Employment Payment Schedule is as follows:

Tier 1 $25/hour
Tier 2 $30/hour
Tier 3 $35/hour
Tier 4 $40/hour

Supervisors must be paid a minimum of $5/hour more than Police Officers assigned to the same
job or event except when Police Officers are paid at the Tier 4 rate.

Police Commanders must be paid a minimum of $5/hour more than Police Supervisors except
when Police Supervisors are paid at the Tier 4 rate.

Employees are responsible for collecting payment at the time of service.

As a general rule, 5 or more Police Officers will require a Police Supervisor and 3 or more Police

Supervisors will require a Police Commander. Actual staffing requirements will be at the discretion

of the Commanding Officer of the Special Operations Division.

The City of Greensboro will collect an administrative fee of $2/hour for every police employee

assigned to the job or event. The City will bill the customer directly for these administrative fees

and police employees shall not collect these fees.

3.3.5 ELIGIBILITY

1) Officers who have completed the PTO Program and have been released for solo assignment
may work any secondary employment assignment in which a supervisor is also assigned to

work.

2) Non-Probationary PO I (officers who have reached the first anniversary of their sworn date)
may work any secondary employment assignment.

3) Any Police Officer II or above may work any secondary employment assignment and may serve
as an Officer Coordinator (with the approval of the CO of SOD).

4) Non-exempt supervisors may work any secondary employment assignment as a supervisor or
a police officer and may serve as an Officer Coordinator (with the approval of the CO of SOD).

5) Exempt status police officer ranks may serve as secondary employment coordinators (Officer
Coordinated Secondary Employment).

6) Lieutenants may work in any Secondary Employment role (Police Officer, Police Supervisor, or
Police Commander).

7) Captains may work in any Secondary Employment role with prior approval from the Chief of
Police.
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3.3.6 PROHIBITIONS

» Officers are prohibited from coordinating more than one supplemental employment
assignment.

« Officers are prohibited from engaging in any secondary employment that would reflect
negatively or unfavorably upon the Department or the employee, impair the operational
efficiency of the Department, or adversely affect the Department.

e Officers are prohibited from any secondary employment that presents a real, potential, or
apparent conflict of interest between the employee’s duties as a Department employee and
their duties for the secondary employer.

e Officers are prohibited from any secondary employment at establishments that sell
merchandise of a sexual or pornographic nature as the primary source of revenue, or that
otherwise provides entertainments or services of a sexual nature; employment at topless bars,
X-rated video or bookstores or adult entertainment establishments.

e Officers are prohibited from acting as a process server, bail bondsman, property re-possessor,
bill collector, or any other employment in which police authority might tend to be used to
collect money or merchandise for private or commercial purposes.

e Officers are prohibited from acting as private protective service providers as described in
NCGS 74C-3. (Includes but is not limited to: Private detective or private investigator, armored
car profession, detection of deception examiner, security guard, electronic countermeasures

profession, etc.)

e Officers are prohibited from any secondary employment that would require the protection of
management, employees, or property during a strike or labor dispute.

» Officers are prohibited from any employment solicited in direct competition with private
security firms/organizations.

e Officers are prohibited from engaging in any employment that would hinder or interfere with
the employee’s regular duties. Officers shall not alter scheduled work hours in order to

perform supplemental employment.

« Officers are prohibited from soliciting any secondary employment. All requests for employment
must be referred to the Secondary Employment Program Coordinator.

« Non-sworn members are prohibited from secondary employment.
« The officer’s actions are limited only to breaches of the peace or violations of law.
« Officers will not regulate entry into any facility or venue.

« Officers will not check identification and/or entry tickets, operate metal detectors, or perform
searches of people coming into a business or event.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



TITLE: SUPPLEMENTAL EMPLOYMENT
NUMBER 3.3

PAGE 6 OF 9

» Officers will not make any record check of any individual unless that record check is made for
the purpose of investigating a suspected violation of law.

e Officers will not initiate or otherwise authorize the towing of any vehicle from private property
for the purposes of enforcing property management rules.

e Officers are prohibited from working any secondary employment while in a Limited Duty or
Worker’s Compensation status.

» Officers are prohibited from working in a secondary employment capacity during any (24) hour
period following the use of sick leave (this prohibition does not apply to the use of sick-family
leave. However, if sick-family leave is utilized, the employee cannot work during their regularly
scheduled duty hours).

« Officers are prohibited from working in a secondary employment capacity while under
suspension from regular duty as a result of a disciplinary action. This prohibition applies to
work occurring anytime during the calendar day(s) in which the suspension is in effect (up to
their normally scheduled end of duty day on the final day of the suspension). It is the
responsibility of the suspended officer to notify the Commanding Officer of the Special
Operations Division of any assignments affected by the suspension.

« Officers are prohibited from working in a secondary employment capacity while under relief
from regular duty.

« Officers are prohibited from performing tasks/duties for compensation by a secondary
employer during regular duty hours.

« Officers are prohibited from working secondary employment (or any other supplemental
employment) to the extent that it detrimentally affects their fitness for regular duty or
performance of primary duties.

e Officers are prohibited from making unauthorized use of Departmental resources solely to
benefit the employee’s interests.

« Officers are prohibited from performing any non-police related duties.

e Officers are prohibited from conducting traffic direction so as to inhibit or alter the normal flow
of traffic on a public street for the purpose of facilitating traffic flow into or out of private
parking lots or driveways unless necessitated by public safety needs or previously approved by
the Commanding Officer of the Special Operations Division.

3.3.7 ALCOHOL ESTABLISHMENTS

For purposes of this directive “alcohol establishments” shall mean a business whose primary
purpose is the sale and permitted consumption of alcoholic beverages. The Commanding Officer
of Special Operations Division is responsible for determining whether a secondary employer
should be categorized as an alcohol establishment. For businesses that have this designation the

following rules will apply:

e Officers must limit their duties to those of a law enforcement officer.
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Officers shall limit their duties and responsibilities to the exterior of the alcohol establishment
unless a call for service (to the location) is received by police communications or exigent
circumstances necessitate the need for entry into the business.

When responding to situations where enforcement action is anticipated, the officer(s) will
notify Police Communications of the location and nature and request assistance from regular
duty resources.

Officers will report all crimes and or violations and enforcement activities via an “ABC Outlet
Report” to the job Coordinator.

Officers shall enforce any observed ABC violations and report them to the Department’s ABC
Liaison Officer.

3.3.8 SECONDARY EMPLOYMENT PROGRAM COORDINATOR’S RESPONSIBILITIES

1)

The SEPC has no responsibility related to Officer Coordinated Secondary Employment beyond
the initial application/request, establishing the Officer Coordinated status.

2) The SEPC is responsible for receiving secondary employment applications/requests.

3) The SEPC is responsible for reviewing secondary employment applications for completeness
and accuracy to determine appropriate staffing requirements as well as acceptability.

4) The SEPC is responsible for posting all available secondary employment for consideration.

5) The SEPC is responsible for notification to the employer of the staffing status.

6) The SEPC is responsible for notifications related to job/event cancellations during normal
business hours.

3.3.9 OFFICER COORDINATED - COORDINATOR’S RESPONSIBILITIES

1) Coordinators are responsible for primary communications between the secondary employer
and the Department (unless requested by the employer).

2) Coordinators are responsible for determining the specific needs of the secondary employer and
communicating those needs to the coordinated workforce.

3) Coordinators are responsible for meeting the staffing needs of the secondary employer.

4) Coordinators are responsible for the administration of all scheduling, billing, and
compensation disbursement information related to secondary employment which is required
for verification and compliance with Departmental and City policies.

5) Coordinators are responsible for the administration of information concerning secondary

employment job sites, as well as the proper notification of policy violations by the coordinated
workforce.
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6) Coordinators are bound by the same prohibitions, restrictions, and policies as any other
secondary employment police officer.

7) Coordinators may negotiate with the secondary employer for compensation related to
coordination duties.

8) Coordinators may negotiate with secondary employers for the compensation rate of police
officers within the established Tier Payment Schedule.

9) Coordinators may negotiate job cancellation windows between three (3) hours and twenty four
(24) hours which affect minimum compensation requirements.

10) If specialized training is required to engage in the supplemental employment, Coordinators are
responsible for providing that training on at least an annual basis.

3.3.10 SECONDARY EMPLOYMENT - SPECIAL CONSIDERATIONS
« Police Officers working unsupervised events answer to the Patrol Bureau’s District Supervisor.

« Police Officers working any secondary employment which may affect on-duty resources should
notify the Watch Commander of the specific circumstances.

e Police Officers who are injured during a secondary employment assignment should notify the
Watch Commander.

» Police Officers working secondary employment assignments, in which there is an expectation
of first meeting with an event representative, should allow at least one hour for the
representative to arrive before leaving the assignment. The SEPC should be notified of any
failure on the part of the event representative the following business day.

3.3.11 COURTESY OFFICER

The Department recognizes that housing communities or neighborhoods may wish to have police
officers living on-site. These requests may be posted by the Secondary Employment Program
Coordinator when available. Officers who wish to receive free or reduced housing expenses must
agree to promote safety and crime prevention duties as requested by the community or the
neighborhood. These duties may include but are not limited to; regular safety meetings, promoting
the formation of or facilitating a Community Watch, distribution of safety information, and
communication and coordination with regular duty beat officers on crime related issues, as well
as provide neighborhood patrols (i.e. walking the property).

1) Only full time, Non-Probationary Police Officer I and above, are eligible to participate in this
program. Non-sworn members are not eligible for this service.

2) Officers functioning in this capacity must utilize the housing provided as their primary
residence.

3) Officers cannot solicit any property representative for the purpose of establishing a courtesy
officer position.
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4) The property must lie within the Greensboro city limits.

S) Participating property managers must have a signed, written agreement on file with the
Department before the officer can accept the position.

6) The participating officer must have a signed, written agreement on file with the Department
before accepting the position.

7) The participating officer is responsible for maintaining the accuracy of these agreements and
the information contained therein.

8) The participating officer is responsible for complying with the expectations and limitations
outlined in the agreement.

9) The Commanding Officer of the Special Operations Division may revoke or suspend an
individual officer’s secondary employment privileges (Courtesy Officer) as a result of policy
violations or unsatisfactory performance.

3.3.12 APPLICATION TO WORK SUPPLEMENTAL EMPLOYMENT

Any employee wishing to participate in Supplemental Employment must complete a Supplemental
Employment Application and forward to the Special Operations Division through channels. This is
a one-time application. The privileges afforded by this approved application may be revoked at any
time by the Commanding Officer of the Special Operations Division with concurrence of the Chief
of Police.

Attachment: Supplemental Employment Application Form
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Supplemental Employment Application

l, , wish to participate in one or more of the following

Supplemental Employment opportunities:

Additional City Duty ____ (check here)
(Additional City Duty is defined as the time spent working for the City of Greensboro at City
Sponsored Events or qualifying Coliseum Events in which the employee is compensated at a rate
equivalent to “time and a half” of the employee’s base salary.)

Secondary Employment  __ (check here)
(Secondary Employment is defined as time spent working for outside employers (employers other
than the City of Greensboro). This type of employment requires the employee to work under the
color of his/her authority as a Police Officer and is compensated at a rate established by the
program’s governing policies.)

Program Coordinated Secondary Employment ___ (check here)
(Program Coordinated Secondary Employment is one time, short term, or infrequent
secondary employment that is coordinated or managed by the Program Coordinator with
the assistance of the outside employer and the hired police officer(s).)

Officer Coordinated Secondary Employment ~ __ (check here)
Officer Coordinated Secondary Employment is on-going or long-term secondary
employment that is coordinated or managed by the Department’s designated Secondary
Employment Coordinator (Police Officer).)

Courtesy Officer ~ ____ (check here)
(A Courtesy Officer is a specific type of Secondary Employment in which the employee (a
sworn police officer) receives free or reduced rent in return for restricted police related
services. In this type of employment, free or reduced housing expenses are considered
compensation.)

Outside Employment _____ (check here)
(Outside employment is defined as the time spent working for outside employers in any capacity,
other than those of a police officer, for which the employee is compensated. These include any
activities unrelated to the officer’s primary duties from which he/she receives compensation,
including self-employment. Sworn and non-sworn employees may participate in outside
employment.)

Business Name:

Business Address:

Business Telephone:

Outside Employer Supervisor’s Name:

Anticipated Number of Work Hours per Week:




Primary Duties:

Employee Signature:

Date:

[] Concur
[ ] Do Not Concur (see below)

Signature Date:

Employee’s Executive Officer:

[ ] Concur

[ ] Do Not Concur (see below)

Signature Date:

] Concur

[ ] Do Not Concur (see below)

Signature Date:

Empl s Bur mmander:

[] Concur

[ ] Do Not Concur (see below)

Sighature Date:
hief of Police (if applicant i in):

[ ] Concur

[ ] Do Not Concur (see below)

Signature Date:
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It is the policy of this Department to permit its employees to serve as instructors in training
programs and activities sponsored or conducted by other agencies. Participation will be allowed
only to the extent that it does not interfere with the employee's duties and obligations to the
Department.

All requests for employees to serve as instructors in outside schools should be directed to the
employee's Commanding Officer/Director. Requests should be submitted far enough in advance
to allow adequate consideration of the request and the employee's availability, and should include
a description of the instructional services required.

The employee's Commanding Officer will evaluate the request, make recommendations, and
forward it to the appropriate Bureau Commander. The Bureau Commander will review the
request and forward it to the Chief of Police, who will make the final decision on the request.

The instructor may utilize official duty leave with pay for the period of instruction, upon approval
of the Chief of Police. The instructor shall submit a Request for Leave slip, indicating "official duty
leave" on the front side, and explaining the nature of the instruction on the backside.

The Chief of Police may also approve compensation for other related expenses. For reimbursement
of approved expenses, the instructor shall submit a Travel Expense Report per City policy.
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3.6.1 CONDITIONS FOR REIMBURSEMENT

The City of Greensboro will reimburse a City employee for damage or destruction of his personal
property when such damage occurs by accident and as a result of employment.

Reimbursement is limited to authorized clothing or equipment necessary for the job but not
provided by the Department. Ornamental jewelry and accessories shall not be considered.

The maximum limit for reimbursement in any particular case is $300.
3.6.2 REQUIRED DOCUMENTATION

Employees accruing damage to personal property meeting the above criteria, will forward a
memorandum detailing the type of property damaged and how it sustained damage. The
memorandum shall be directed to the Chief of Police with the employee’s original receipt indicating
the costs in replacing the item. The memorandum shall follow normal supervisory channels with
each supervisor indicating review and concurrence/nonoccurrence with the request.

3.6.3 PROCESSING A CLAIM

For each approved claim, the Office of the Chief of Police will prepare a memorandum indicating
concurrence with the request and a check order for the amount of reimbursement. These
documents will be forwarded to the Resource Management Division, Fiscal Management Section,
for Departmental processing. Once processed, the documents will then be forwarded to the Office
of the City Attorney for review. If the City Attorney concurs with the recommendation, the
memorandum and check order shall be forwarded to the Deputy City Manager for final
consideration. Once approved by the Deputy City Manager, the check order will be forwarded to
the Finance Department for processing and a check will be issued to the employee for applicable
reimbursement.
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3.7.1 GENERAL CONCEPT

The Departmental Awards Program is designed to honor particularly meritorious service and
conduct performed by employees of the Department; and in the case of one award, those acts of
service performed by citizens.

The Resource Management Division will be the proponent for this Directive. As such, the
Resource Management Division is responsible for the fiscal, logistical, and administrative aspects
of the program, as well as staff support of the Meritorious Conduct Board for internal department
awards. The Public Information Officer will facilitate award actions from external organizations
such as civic groups, non-profit organizations and government agencies.

Nominations can be submitted by any member of the Department, using the “Recommendation for
Award” form. They should be forwarded with proper documentation to the Resource Management
Division for review by the Meritorious Conduct Board.

Completed award recommendations will be placed in the nominee’s personnel folder by the
Resource Management Division.

3.7.2 ELIGIBILITY

Individuals are eligible for nomination as follows:

< Each employee of the Greensboro Police Department is eligible for applicable awards, whether
sworn or not and whether on assigned duty or off duty.

< Each member of the Greensboro Police Reserve Corps is eligible for applicable awards while on
assigned duty under supervision of the Greensboro Police Department.

« Each member of the School Crossing Guards is eligible for applicable awards while on
assigned duty under supervision of the Greensboro Police Department.

« A police officer or non-sworn employee of another law enforcement agency is eligible for the
Certificate of Merit, if earned while aiding, assisting, or working with any officer or employee of
the Greensboro Police Department. The Meritorious Conduct Board may, if circumstances
warrant, consider recommending other available awards to the Chief of Police for these
persons.

» Any citizen is eligible for the Citizens Certificate of Merit.
To be eligible for any award, the conduct must be in keeping with sound judgment and reflect

honorably upon the police profession. Nominations must be submitted within twelve months of
the occurrence of the act or event.
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3.7.3 SUBMISSION OF AWARD NOMINATIONS

Nominations for awards and certificates can be submitted by any member of the Department,
using the “Recommendation for Award” form and sent through the nomination member’s chain of
command to the Commanding Officer of the Resource Management Division. The Resource
Management Division will retain all award nominations and provide them to the Board Chairman
for review by the Meritorious Conduct Board when requested.

3.7.4 PRESENTATION OF AWARDS

The following awards will be presented by the Chief of Police to officers, non-sworn employees,
citizens or their families during National Police Week:

Medal of Honor

Medal of Valor

Purple Heart

Lifesaving Medal

Citizen’s Certificate of Merit

Chief’s Award

T. Russell Edens Volunteerism Award
Police Officer of the Year Award
Rookie of the Year

Reserve Officer of the Year

Police Employee of the Year Award
The Joseph R. Massey Jr. Achievement Award

All other awards will be presented at an appropriate time, as directed by the Chief of Police.

Those presentations involving coordination and preparation beyond the division level will be
handled by the Resource Management Division.

3.7.5 MERITORIOUS CONDUCT BOARD

The purpose of the Meritorious Conduct Board is to review cases involving especially meritorious
service and to make recommendations to the Chief of Police for proper recognition of exceptional
acts performed by eligible persons.

Duties of the Meritorious Conduct Board will be as follows:

« Receive all recommendations for awards, except in cases where the specific award is granted
automatically.

« Convene as needed, at the direction of the person designated as chairperson, to review details
of recommendations submitted.

« Through a review process, approve or disapprove recommendations for awards and, if merited,
determine the type of award to be given.
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+ Based on the findings of the Board, submit recommendations for award presentations to the
Chief of Police for his approval.

< If necessary, the Board shall conduct inquiries to verify facts or develop additional information
in a case.

The Meritorious Conduct Board will consist of eight members appointed by the Chief of Police, as
follows:

e The Management Bureau Commander, who will serve as Board Chairman.
e A Division Commanding Officer.
« An intermediate-level supervisor of either Sergeant or Lieutenant rank.

e A uniform officer of Police Officer II, Senior Police Officer, Master Police Officer or Police
Corporal rank.

» A plainclothes officer of Police Officer II, Senior Police Officer, Master Police Officer or Police
Corporal rank.

+ A non-sworn supervisory employee.
A non-sworn non-supervisory employee.
e The Public Information Officer

With the exception of the Management Bureau Commander and Public Information Officer,
members of the Meritorious Conduct Board will serve at the pleasure of the Chief of Police for
terms of two years from date of appointment. The Chief of Police may appoint a temporary Board
member in the absence of a regular Board member, if such action would serve to accomplish the
purpose of the Board. A Board member may be replaced if deemed to be in the best interest of the
Awards Program.

In all matters coming before the Board for review and a decision, a quorum of five members must
be present before business can be conducted and matters voted on. Each member's vote is of

equal value. A majority vote is required to render a decision.

The highest ranking sworn member present at any meeting of the Board will serve as chairperson
of the Board.

The Meritorious Conduct Board will hold quarterly meetings each year to review nominations and
approve award selections.
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3.7.6 AWARDS

AWARDS OF HEROISM

e Medal of Honor - The Medal of Honor is to be awarded to one who voluntarily and
conspicuously distinguishes himself by gallantry and extraordinary heroism. The act must be
in excess of normal demands and of such a nature that the person was fully aware of the
imminent threat to his personal safety and acted above and beyond the call of duty at the risk
of his life. Approval authority is the Chief of Police.

e Medal of Valor - This award ranks next in prominence to the Medal of Honor. It is to be
awarded to one for exceptional bravery at imminent risk of serious bodily injury, the recipient
demonstrating exceptional courage by performing a voluntary action in an extremely
dangerous situation. Approval authority is the Chief of Police.

AWARDS OF SERVICE

e DMeritorious Conduct Bar - The Meritorious Conduct Bar is to be awarded to one for
meritorious service in a duty of great responsibility. This service must show such excellence
of performance that it distinguishes the individual and the Department. Approval authority is
the Management Bureau Commander.

e Commendation Bar - This award ranks next in prominence to the Meritorious Conduct Bar. It
is to be awarded to one for outstanding performance through the success of difficult police
operations, projects, programs, or situations requiring exceptional dedication. Approval
authority is the Management Bureau Commander.

The Commendation Bar may also be awarded to one on the recommendation of his supervisor,
after he has received three or more Certificates of Merit. One year must have elapsed after the
awarding of the third Certificate of Merit and the supervisor's recommendation must justify
such continuing performance before the award will be made.

e« The Superior Service Bar — This award ranks next in prominence to the Commendation Bar.
It is to be awarded to one whose actions distinguish the recipient from other members
performing comparable duties, exceeds what is normally required or expected and contributes
to the goals of the department and to the law enforcement profession. Approval authority is
the Management Bureau Commander.

This award can be awarded for a single or sustained act, or for an individual body of work that
occurred during the current award cycle.

Both sworn and non-sworn members are eligible to receive this award.

e Certificate of Merit - This award ranks next in prominence to the Superior Service Bar. It is to
be awarded to one for excellence in police work. It should be exceptional performance under
unusual, complicated or hazardous conditions. Such performance is to be clearly defined as
exceptional, placing the person well above others of equal rank or grade. This award may not
be given in conjunction with another award for the same service or deed. The Certificate of
Merit may be awarded to any distinct work group when the actions of the group as a whole
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meet the qualifications. One certificate will be awarded and it will remain with the unit.
Individual employees will not receive the Certificate; however, an employee may be
recommended for a separate Certificate of Merit, based on his individual performance.
Approval authority is the Management Bureau Commander.

SPECIAL AWARDS

e« Purple Heart - The Purple Heart is to be awarded to one who is seriously injured in the
performance of duty under honorable conditions due to assaults, fires, explosions, or other
overt actions. Serious injury is defined as "any injury resulting from a life threatening
situation which requires substantial medical treatment." Approval authority is the Chief of
Police.

The Purple Heart will be awarded for one who has lost his life in the performance of duty
under honorable circumstances.

The Purple Heart may be awarded in addition to any other award the recipient may be entitled
to as a result of his actions.

» Lifesaving Medal - This medal is to be awarded to one who is directly responsible for the saving
of a human life or the substantial prolonging of a human life. The term substantial should
imply an extended period of days or weeks. Documentation of supporting evidence must be
included to substantiate the award, such as statements from witnesses, physicians, or
supervisors. Approval authority is the Chief of Police.

- Citizen's Certificate Of Merit - This award is given to citizens whose actions exemplify
excellence in the performance of a civic responsibility; who shows unselfish devotion to his
fellow man; or, whose actions bring honor to himself and recognition to the city. The
Meritorious Conduct Board will determine whether the citizen is willing to accept the award.
Approval authority is the Chief of Police.

3.7.7 WEARING OF MEDALS AND BARS

The medal presented will be worn only at the time of presentation. The Chief of Police may
authorize wearing of the medal at other times.

The bar presented in conjunction with the medal will be worn at all times on the regular uniform
as prescribed in Directive 15.1.

3.7.8 OTHER AWARDS

e Chief’s Award - The purpose of this award is to recognize individuals or corporations that have

partnered with the Greensboro Police Department through strong support of programs
sponsored by the Department. Approval authority is the Chief of Police.
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Michael G. Winslow Memorial Award - This award will be presented to the graduate of the
Police Basic Introductory Course who best exemplifies professionalism as determined by his
fellow classmates. Each member of the class will list three classmates, ranked in order of
preference, who, in their opinion; best display the qualities of a professional police officer. The
list will be tabulated by the Training Division, and the officer with the highest score will
receive the award. Approval authority is the Training Division Commander.

T. Russell Edens Volunteerism Award — This award recognizes the efforts of a community
member who has demonstrated excellence in their volunteer efforts for the Greensboro Police
Department. This award is named in honor of T. Russell Edens, a long-time, invaluable
volunteer.

Police Officer Of The Year Award - The purpose of this award is to recognize a sworn member
of the Department who has made a significant contribution to the Department and/or
community. Such contributions should be in the form of a continuing and dedicated service
to the Department.

There will be one “Police Officer of the Year Award” granted each year. The recipient will
receive a plaque and the recipient’s name will become part of a permanent record (in the form
of a wall plaque) which will be prominently displayed in the Department. The recipient of this
award will be recognized at the Department’s Annual Awards Ceremony. Approval authority is
the Chief of Police.

All nominees for the award must be employed for a minimum of one (1) year as a full-time
employee of the Greensboro Police Department. Nominees may be any sworn member of any
pay grade (i.e., supervisors may be nominated).

Each year, the winner of the Police Officer of the Year Award shall receive the David Lee
Taylor, Jr. Memorial Scholarship. This scholarship provides an amount, not to exceed
$1,000, for training in an investigative area for the Police Officer of the Year Award recipient.

Rookie Of The Year Award — This award recognizes a sworn officer in the rank of PO1 who
embodies the ethos of the law enforcement profession, and who has distinguished him/herself
through exemplary service. To be eligible for this award, the officer must have served with
GPD for no more than three years when nominated. Approval authority is the Chief of Police.

Reserve Officer of the Year — This award is presented to one who has shown exceptional
commitment to volunteering as a Greensboro Police Reserve Officer.

Police Employee Of The Year — The purpose of this award is to recognize a non-sworn member
of the Department who has made a significant contribution to the Department and/or
community. Such contributions should be in the form of a continuing and dedicated service
to the Department.

There will be one “Police Employee of the Year Award” granted each year. The recipient will
receive a plaque and the recipient’s name will become part of a permanent record (in the form
of a wall plaque) which will be prominently displayed in the Department. The recipient of this
award will be recognized at the Department’s Annual Awards Ceremony. Approval authority is
the Chief of Police.
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All nominees for the award must be employed for a minimum of one (1) year as a full-time
employee of the Greensboro Police Department. Nominees may be any non-sworn member of
any pay grade (i.e., supervisors may be nominated).

The Meritorious Conduct Board shall review all nominations and make a unanimous
selection of the award recipient.

Each year, the winner of the Police Employee of the Year Award shall receive a training
scholarship. This scholarship provides an amount, not to exceed $1,000, for approved
training for the Police Employee of the Year Award recipient.

« Employee Of The Month Award - The purpose of this award is to recognize employees who
consistently perform their duties in a professional and dedicated manner, show initiative, are
team players, and work to maintain the high standards that the Department has set to protect
and serve the citizens of Greensboro.

Departmental employees will be recognized each month. One (1) employee from each of the
Patrol Divisions and each of the remaining Bureaus will be recognized. Approval authority is
the Patrol Division Commander and Bureau Commander. Approving officials will submit the
completed “Recommendation for Award” forms to the Resource Management Division by the
fourteenth of each month. The Bureau Commanding Officer or designee will inform the
employee of their selection as Employee of the Month.

Employee of the Month photographs will be displayed in a prominent location. One of the
incentives for being selected Employee of the Month will include one day of Administrative
Leave. Any additional incentives will be determined by the Chief of Police and notification to
the recipients will occur.

To be eligible for Employee of the Month, employees must be employed at least one year as a
full time employee of the Greensboro Police Department. Recipients may be any sworn or
non-sworn employee of any grade.

e The Joseph R. Massey, Jr. Achievement Award — The Joseph R. Massey, Jr. Achievement
Award will be awarded to the employee who is selected the greatest number of months as the
Employee of the Month during the annual departmental award cycle (April of the current year
through April of the following year, specific beginning and ending dates of the cycle will be
determined by the Resource Management Division). This award will be presented during the
annual Awards Program. Approval authority is the Management Bureau Commander.

MARKSMANSHIP AWARDS

« Pistol Expert Award - This award is to be given to any sworn police officer who demonstrates
his proficiency by shooting a score of 183 or 184 on the Greensboro Police Department Pistol
Qualifying Course.

- Pistol Master Award - This award is to be given to any sworn police officer who demonstrates
his proficiency by shooting a score of 185 on the Greensboro Police Department Pistol
Qualifying Course.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



RECOMMENDATION FOR DEPARTMENTAL AWARD
(For use of this form, see DD 3.7)

PART 1: EMPLOYEE DATA

NAME (Last, First, MI) RANK DIVISION LAWSON NUMBER

PART 2: RECOMMENDER DATA

NAME (Last, First, MI) RANK DIVISION RELATIONSHIP TO
NOMINEE

SIGNATURE

PART 3: AWARD JUSTIFICATION

RECOMMENDED AWARD PERIOD OF RECOGNITION DATE SUMBITTED

FROM TO

JUSTIFICATION (ATTACH ADDITIONAL PAGES IF NECESSARY)

PART 4: BOARD RECOMMENDATIONS

NAME (Last, First, MI) RANK DIVISION DATE
SIGNATURE
RECOMMENDATION: Lapprovep [oisapprovED
[JupcRrADE TO: [[]JopowNGRADE TO:

PART 5: APPROVAL AUTHORITY

NAME (Last, First, MI) RANK DIVISION DATE

RECOMMENDATION: L|apPrOVED DISAPPROVED
UPGRADE TO: DOWNGRADE TO:

SIGNATURE:

GPD Form, Created: 12:5:11 [




TITLE: EMPLOYEE SUGGESTION PROGRAM
NUMBER 3.8

EFFECTIVE DATE: 08-01-04 PAGE 1 OF 2

REVISION HISTORY: (Adopted 09-01-94) R2/08-01-04

3.8.1 INTRODUCTION

The Department recognizes that its employees often have ideas and suggestions that can have a
beneficial impact on the operation and administration of the Police Department. In order to
provide a means by which suggestions can receive proper attention through study, research, and
follow-up, an employee suggestion procedure is hereby established.

The procedure established provides a means whereby any police employee can initiate a
suggestion, submitted through channels to the appropriate office, and receive feedback as to its
status.

This directive shall in no way interfere with any employee submitting a suggestion for
consideration to the City's Incentive Awards Committee.

3.8.2 INITIATING AND FORWARDING PROCEDURES
Any sworn or non-sworn employee of the Police Department may initiate a suggestion.

A suggestion may be submitted on any area of operational or administrative Departmental policy.
The suggestions may deal with, but are not limited to, Departmental equipment, methods of
operation, or morale factors.

Suggestions should not pertain to grievances or individual disciplinary matters.

The initiating employee will prepare an original and one copy of each suggestion. Suggestions will
be written in memorandum form. Distribution is as follows:

< The original will be forwarded through the chain of command to the Chief of Police. Each
supervisory level reviewing the suggestion will concur or not concur (sign and date). Non-
concurrence by any supervisor will include the reason and be attached to the original. The
review and forwarding of the original to the Chief of Police will be completed within ten (10)
business days.

= A copy will be forwarded directly to the Executive Officer to the Chief of Police. Upon receipt of
the copy, the Executive Officer to the Chief of Police will initiate a memorandum to the
originating employee acknowledging receipt.

- If the original has not been received in the Chief of Police’s office within ten (10) business days,
the Executive Officer to the Chief of Police will contact the initiating employee’s Bureau
Commander to determine the delay.

= Upon receipt of the original, the Chief of Police will review the suggestion with the Executive
Officer to the Chief of Police.

« After final review and decision by the Chief of Police, as to appropriate action to be taken on

the suggestion, the Executive Officer to the Chief of Police will notify the originating employee
by memorandum of the decision.
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3.8.3 INFORMATION REQUIRED ON EMPLOYEE SUGGESTION FORM

All suggestions should include a title and the initiating employee's name and assignment. The
following are some, but not all, of the areas that should be considered when initiating a
suggestion:

= Significance.

Why is it needed?
What existing policies or procedures would change?
What is the magnitude of the change?

« An outline of the proposed change.

« Anticipated results of the suggestion. Consider the total impact on all areas of the
Department's operation. Consider such issues as:

Is efficiency, performance, or quality of work improved?

Is there a public benefit?

Will reorganizing or restructuring of Departmental components be involved?

State what other divisions or units of the Department may be directly or indirectly affected by
the change.

= Cost analysis - Since cost may be the major factor in determining feasibility of a suggestion,
consider:

Will additional cost be necessary?
Will there be recurring costs involved (such as printing, etc.)?
Magnitude of costs, estimate only.
3.8.4 DUTIES OF FISCAL MANAGEMENT SECTION
Upon receipt of a suggestion, the Fiscal Management Section will index it as to date and content,

be available for research assistance on all suggestions, if necessary, and maintain current files on
all suggestions and actions taken in accordance with this directive.
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3.9.1 GENERAL POLICY

It is the policy of the Greensboro Police Department that all employees receive fair and equitable
treatment in all matters relating to their employment. This includes working conditions, benefits,
relationships with supervisors, and relationships with other employees. To ensure fair and
equitable treatment, this directive establishes an employee grievance procedure.

3.9.2 PROCEDURAL STEPS

Employees experiencing personal problems or having grievances should make every effort to
resolve those problems informally through conferences with supervisory personnel, in accordance
with the chain of command. If an employee cannot resolve the grievance through informal
conferences, the employee or a representative of his choosing may take the following successive
steps to resolve the complaint formally through normal channels and departmental procedures.

The employee or his representative should discuss the grievance with his immediate supervisor, in
person, within ten (10) consecutive calendar days from the date of its occurrence or knowledge of
its occurrence. The immediate supervisor must verbally reply to the employee within twenty (20)
consecutive calendar days of this discussion.

If the grievance is not settled through the above listed procedure, the employee may, within ten
(10) consecutive calendar days of the immediate supervisor’s verbal reply, submit the grievance in
writing to the employee’s immediate supervisor. The immediate supervisor must reply in writing
to the employee within twenty (20) consecutive calendar days of receipt of the written grievance.

If the grievance is not resolved by the immediate supervisor, an employee may submit the
grievance, in writing, to the next level supervisor within ten (10) consecutive calendar days of the
immediate supervisor’s written reply. This supervisor must reply in writing to the employee within
twenty (20) consecutive calendar days of receipt of the written grievance. This process may be
continued through the chain of command to the Chief of Police. Each succeeding level above the
employee's immediate supervisor shall respond in writing to the grievance within twenty (20)
consecutive calendar days.

If a grievance is heard by the Chief of Police, he must hold a hearing in which the employee is
allowed to call witnesses and have legal or other representation present. This shall occur within
twenty (20) consecutive calendar days from receipt of the grievance.

A copy of any written grievance will be forwarded through channels to the Commanding Officer of
the Resource Management Division.

The employee filing a formal grievance, if he chooses, may be represented by any one person of his
choosing, and must designate in writing the name of any person representing him.

In the event an employee feels that it would be best not to discuss the problem with the
employee's supervisor, it is permissible to take the problem directly to the Commanding Officer of
the Resource Management Division, who will assist the employee in resolving the problem or
grievance.
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3.9.3 INFORMATION REQUIRED

The following information must be included in a written grievance:

< A statement of the grievance and the facts upon which it is based.
« An allegation of the specific wrongful act and harm done.

* A statement of the remedy or adjustment sought. Significant times, dates, and actions
taken relative to the grievance must be included.

3.9.4 RESPONDING TO GRIEVANCE

The following procedures must be followed in responding to any formal written grievance:
« Acknowledging receipt by noting time, date, and person receiving the grievance.

« Analyzing the facts or allegations.

- Affirming or denying, in writing, the allegations in the grievance.

- Identifying the remedy or adjustments, if any, to be made.

A copy of the final grievance resolution will be forwarded through channels to the
Commanding Officer, Resource Management Division.

3.9.5 APPEAL PROCEDURES

If an employee's grievance is not resolved within the Police Department through channels, the
employee has the right to appeal to the City Manager for the following types of complaints:

= Discrimination against any employee on the basis of age, race, color, gender or sexual
orientation.

= Acts of retaliation as a result of reporting any acts of violation of City, State or Federal
Laws.

The employee must appeal within ten (10) consecutive calendar days of the decision rendered
at each level.

Pursuant to City Policy, the City Manager or his designee shall investigate the grievance in
accordance with existing City Policy. Any decision rendered by the City Manager shall be
final. Employees may present grievances to the City Human Resources Director, Equal
Employment Opportunity Coordinator, or other members of the City Human Resource
Department's staff at any time, although it is recommended that employees seek relief
through normal supervisory channels first.
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3.9.6 MAINTENANCE OF RECORDS

All records (and copies) of written grievances shall be strictly maintained in a locked file cabinet
within the Resource Management Division, with access controlled by the Commanding Officer of
the Resource Management Division. The sensitivity of these records dictates that only those
persons directly involved in the grievance have knowledge of these records.

3.9.7 COORDINATION OF GRIEVANCE PROCEDURES

The Commanding Officer of the Resource Management Division will monitor the grievance process
to ensure compliance with the provisions of this directive.

3.9.8 ANNUAL ANALYSIS OF GRIEVANCES

The grievance procedure is a valuable method for management to discover agency problems. The
Chief of Police will direct the Commanding Officer of the Resource Management Division to
conduct an annual analysis of grievances and make written recommendations as to steps which
should be taken to minimize the causes of such grievances in the future.
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TITLE: TRAINING GOALS AND PROGRAMS

NUMBER 4.1
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REVISION HISTORY: (Adopted 09-01-94)R2/05-01-08

4.1.1 RESPONSIBILITY FOR ADMINISTERING

The Commanding Officer of the Training Division is responsible for administering the
Department's training programs. In administering the Department's training and Career
Development Programs, the Training Division Commanding Officer shall have the authority to
plan, design, develop, implement, or secure, within budgetary constraints, such in-house training
programs as may be necessary to comply with state law, specific needs of the Department, and the
ongoing needs of all personnel. When it is not feasible to satisfy training needs on an in-house
basis, the Training Division will seek to secure the desired training through extra departmental
sources.

4.1.2 RESPONSIBILITY OF THE TRAINING DIVISION

The Training Division’s basic responsibilities shall include the following:

* Administration of the Department's training academy.

* Notifying personnel of required or approved training.

« Maintaining accurate records of training completed by personnel.

* Providing to other components of the Department information concerning the availability of
specific training opportunities.

+ Selection and training of instructors pertinent to the Academy and other in-house training
programs.

« Coordination of training activities and programs required or approved by the Department.

« Evaluation of training programs conducted by or for the Department.
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The primary mission of the Training Advisory Committee is to assist the Department in
determining its annual in-service training needs and priorities. The Committee shall have no
formal authority other than that which may be directly specified by the Chief of Police in order to
accomplish certain goals and objectives the Department may establish at a future time.

4.2.1 COMPOSITION OF THE TRAINING ADVISORY COMMITTEE

The Training Advisory Committee will be comprised of the following appointed and permanent
members:

The Commanding Officer of the Training Division shall serve as the Committee Chairman, and will
be a permanent member of the committee.

The Police Attorney will serve as a permanent member of the Committee, and shall advise the
Committee on all points of law bearing upon an issue of Departmental training.

All other members of the Training Advisory Committee will be command level personnel appointed
to represent each bureau of the Police Department. Such members will generally serve for a one-
year period, beginning on January 1st and expiring on December 31st.

4.2.2 APPOINTMENT OF COMMITTEE MEMBERS

Each Bureau Commander will appoint one representative to serve on the Training Advisory
Committee for a one-year period, and shall notify the Commanding Officer of the Training Division
regarding the name of the bureau’s representative. At the conclusion of an appointee’s year of
service, his bureau commander will have the option of re-instating the representative for another
year or of designating a new appointee

4.2.3 RESPONSIBILITIES OF THE COMMITTEE

The Training Advisory Committee will be responsible for reviewing the results of the Department’s
annual training needs assessment, and shall make recommendations for an in-service curriculum
based on the assessment and other information coming to the Committee’s attention. The
Committee may avail itself of the following resources in order to enhance the validity of its
recommendations:

* Inspection reports

« Staff reports and/or meetings

« Consultation with operational personnel and direct observation of work in progress.

e Summary of recommendations made by the Professional Standards Division.
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At the direction of the Chief of Police, or of the appropriate bureau commander, the Committee or
a Committee member may be assigned other tasks related to the training function. Examples may
include coordination of bureau level training needs surveys or assessments, and evaluating the
results of training courses conducted by the Department.

4.2.4 MEETINGS AND REPORTS

The Training Advisory Committee will meet annually to perform an in-depth review of the assessed
training needs of the Department. The Commanding Officer of the Training Division will calendar
and announce this meeting in conjunction with the Standard Operational Procedures of his
division.

The results of the annual meeting (and any other meetings scheduled throughout the year) will be

reported in writing to the Administrative Operations Bureau Commander. The Committee
Chairman will be responsible for the preparation and submission of all such reports.
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4.3.1 ATTENDANCE/ABSENCES

In the planning stage of course development, a determination will be made as to the relevancy of
training to certain groups of employees. Once an employee has been assigned to attend training,
he becomes obligated to attend and to participate to the best of his ability. The Course
Coordinator will complete an attendance form and forward the form to the Training Division upon
completion of the course.

Personnel may be excused by the Training Staff from Departmental training programs when:

» the employee is sick or injured to the extent that attendance or participation would be ill-
advised;

- the employee's presence in court is required;
- an emergency situation develops requiring the employee's immediate attention;

« when the employee has been excused by his respective Commanding Officer or Bureau
Commander.

4.3.2 RESPONSIBILITIES OF SUPERVISORS

Supervisors and other ranking officers assigned to attend training will have leadership
responsibilities, as well as learning responsibilities. The level of leadership expected can best be
described as: "Setting an example of participatory excellence and professional police conduct.”

4.3.3 RESPONSIBILITY OF COMMANDING OFFICER OF THE TRAINING DIVISION

The Commanding Officer of the Training Division is responsible for determining that training
program attendance and participation by officers and employees are in compliance with the
provisions of this directive.

Toward this end, a member of the Training Staff, or some other person designated by the Training
Division Commanding Officer, will act as Course Coordinator for each session of formal training
conducted by the Department. The designated Course Coordinator or Instructor, regardless of his
rank, shall be the "supervisor of record" of any training program conducted by the Department
outside the Department's headquarters, including each cycle of firearms training and official
requalification periods.

4.3.4 AUTHORITY OF COURSE COORDINATOR

The Course Coordinator and/or Instructor is authorized to expel from the site of a Departmental
training program any person who, by his conduct or attitude, represents a danger to the safety of
other persons or who continues to disrupt training after being advised of his disruptive conduct.
The Course Coordinator will notify the Commanding Officer, Training Division of any such
expulsion and the circumstances surrounding the incident.
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4.3.5 FAILURE TO COMPLETE ANNUAL IN-SERVICE TRAINING

Failure to complete all annual in-service training, as prescribed by the Greensboro Police
Department and supported by the North Carolina Training and Standards Division (12 NCAC
09E.0102), within the calendar year shall result in a suspension of the law enforcement officer’s
certification. Therefore, any officer not completing all in-service training for the current calendar
year, shall relinquish their service weapon(s) and badges to the Commanding Officer of the
Training Division by December 31 of the respective calendar year. Once all in-service training
requirements have been satisfactorily met and a certification re-instatement notice has been
received by the Office of the Chief of Police, the affected officer will then be returned to full duty
status.
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441 MULTI-PHASE TRAINING

Personnel assigned to specialized areas of the Department and/or performing specialized tasks
that exceed the scope of normal police duties require specialized training in order to function well
and perform to expectations. The Department has adopted a multi-phase approach to training
and development, which provides for specialized training pertinent to the following ranks,
classifications, or job positions:

« Police managers (Captains and non-sworn equivalents).

+ Police Executive Officers (Lieutenants and non-sworn equivalents).

+ Police Supervisors (Sergeants and non-sworn equivalents).

« Corporals

« A Police Officer Il assigned to a special team, to a specialized area of the Department, or to a
specialized function requiring knowledge and skills not required by officers performing the

primary police function.

* Non-sworn employees whose work requires specialized training for successful performance of
duties.

4.4.2 RESPONSIBILITY OF THE TRAINING DIVISION

The Training Division will be responsible for developing and disseminating procedure guidelines
applicable to the Multi-Phase Training System.

4.4.3 EMPLOYEEREQUESTS FOR SPECIALIZED TRAINING

The Department recognizes the need and accepts the responsibility for providing specialized
training to fulfill various goals and objectives of the Department.

Any employee who wishes to attend a specialized training program, which would not otherwise be
routinely provided by the Department, may submit a memorandum, through channels, to his
Bureau Commander. The memorandum should contain the job-related reason for the request
and as much information concerning the proposed training as possible, including an estimate of
the cost of attendance.

The Bureau Commander will approve or disapprove the request and forward it to the

Commanding Officer of the Training Division, who will prepare any required notification to the
requesting employee informing him of the status of the request.
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4.5.1 GENERAL CONCEPT

The primary purpose of roll call training is to provide a means whereby members become better
informed with respect to policy and procedural changes occurring within the Department between
periods of formal training. Roll call training may also be utilized by divisions to address ongoing
problems or to provide instruction specific to the common interest of divisional personnel.

4.5.2 PROCEDURES

Each division of the Department will be responsible for determining subject matter appropriate to
the division's particular training needs and will schedule an appropriate amount of time for
coverage of the subject matter.

Planning for roll call training should include the following considerations:

» Identification of the topical area in which roll call instruction is desired.

« Training objectives to be accomplished.

e Maximum amount of time available for presentation of the topic.

« Location of training.

« Number of participants.

« Person(s) designated as instructors.

e Designation of a member or members of the division who will serve as the division's roll call
training coordinator(s).

4.5.3 COORDINATION OF ROLL CALL TRAINING

The division's designated roll call training coordinator(s) will be responsible for the coordination of
roll call training sessions occurring within his squad. The responsibilities of designated
coordinator(s) shall include:

< Communicating the division/squad's roll call training objectives to designated instructors.

» Preparation of written correspondence required by his Division Commanding Officer in
accordance with roll call training schedule and session objectives.

« Coordinating special requests with the Training Division.

e Preparation of records and reports pertinent to his division's completed roll call training
activities.

» Additional duties, as determined to be necessary by his Commanding Officer.
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4.5.4 MONITORING AND EVALUATING ROLL CALL TRAINING

When it is not possible for the division's designated roll call training coordinator to attend a
scheduled session of training, the division shall designate another employee to monitor and
evaluate the session. The employee so designated should be familiar with the purpose and
objectives of the training session and should be personally knowledgeable in regard to
instructional methods and techniques. The employee assigned to monitor and evaluate the
session will be responsible for the following:

e Accuracy of attendance records pertinent to the training session.
« Providing necessary introductions of instructors and topic.

« Completing the Roll Call Training Attendance Report and forwarding same for his
Commanding Officer's review and approval.

Commanding Officers will be responsible for the maintenance of records pertinent to the roll call
activities completed by their Division and will include information pertinent to completed roll call
training as a part of their unit’s monthly report.

4.5.5 SUPERVISORY RESPONSIBILITIES

Supervisory personnel will ensure that employees under their supervision are properly notified of
scheduled roll call training and will arrange for as many on-duty employees to attend as possible.

When it is not possible for an employee to attend his division's scheduled roll-call training, his
immediate supervisor will determine the extent to which the employee should be briefed on
information provided in the session and shall arrange for the briefing.

Supervisory employees attending roll call sessions will evaluate attendee participation and counsel
or coach as necessary.

4.5.6 RESPONSIBILITIES OF THE TRAINING DIVISION

The Commanding Officer of the Training Division will designate one member of his staff to serve as
the Department's Roll call Training Coordinator. The Department's Roll call Training Coordinator
will assist the division coordinators with special requests for training, including the provision of
audio-visual equipment and classroom space required for the successful delivery of a training
session.
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4.6.1 DETERMINING THE NEED FOR REMEDIAL TRAINING

It is each supervisor's responsibility to determine the existing training needs of personnel within
their areas of supervision and to retrain or recommend retraining when such action is warranted
by the circumstances surrounding an employee's inadequate performance.

Once it has been determined that an employee's inadequate performance is linked to a lack of
required knowledge or skill, the supervisor will, through personal supervision or other means,
take the steps necessary to supply the missing knowledge or to develop the employee's skill.

4.6.2 CRITERIA FOR DETERMINING THE NEED FOR REMEDIAL TRAINING

The criteria to be utilized in determining the need for training remediation will be a comparison of
the employee's performance to the job standards established for his position. Employees whose
performance is judged below standard due to a lack of requisite knowledge and/or skill are
candidates for additional training or remediation.

4.6.3 SCHEDULING REMEDIAL TRAINING

When it is determined that an employee's performance inadequacy is one which, if not corrected,
would expose the public to unnecessary danger or the Department to substantial liability, steps to
correct the inadequacy must be taken immediately. The supervisor will either correct the problem
or arrange with the Training Division to supply the required remedial training.

Performance inadequacies which pose no clear and present danger to the public or to the
Department will be corrected at the earliest possible opportunity, at the discretion of the affected
bureau.

4.6.4 REMEDIAL TRAINING ATTENDANCE

Employees scheduled to remedial training sessions are required to attend. Willful nonattendance
could result in disciplinary action.

4.6.5 ALTERNATIVES TO REMEDIAL TRAINING

Although remedial training is a viable means of correcting some work-related deficiencies, the
process shall not be considered the only means available to the Department for coping with an
employee's inadequate performance. Other means (i.e., transfer, demotion, termination) may be
utilized when judged more appropriate to the particular circumstances surrounding the
inadequate performance.
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4.7.1 ORIENTATION

Each newly hired nonsworn employee will receive from his assigned supervisor a formally
structured orientation which shall include information designed to acquaint the employee with the
Department's role, purpose, goals, policies and procedures. The orientation will also address the
topics of working conditions, Departmental regulations and the responsibilities and rights of
employees, current grievance and disciplinary proceduresin particular.

The required orientation will occur as soon as practicable, usually within the employee's first week
of employment, and may be followed by assigning the employee to attend a session of the New
Employee Orientation Program, as scheduled by the City Human Resources Department. The
Training Division will coordinate attendance with the City Human Resources Department.

4.7.2 SPECIALIZED TRAINING FOR CERTAIN NONSWORN POSITIONS

Certain nonsworn positions are so specialized that a formal training program beyond orientation
must be completed. This training may be mandated for state certification or CALEA Standards.
In most cases, training will be provided the new employee as soon as is practicable after
employment. However, accreditation manager training must be received within one year of being
appointed to the position.

These nonsworn positions include, but are not limited to:

« Accreditation Manager

- Property and Evidence Technician

« Crime Scene Investigator

+ Records Specialist

« Taxi Coordinator

* Adult School Crossing Guard

* Crime Analyst

« Other nonsworn positions as designated by the Chief of Police.

4.7.3 IN-SERVICE TRAINING

On-going training will be made available or provided to nonsworn personnel. Examples of this are
city-sponsored enrichment programs and seminars which are conducted on a continuing basis.

Mandated continuing training for certain positions will also be provided subject to scheduling and
budget constraints.
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In cooperation with area colleges and other institutions of higher learning, the Department will
consider a limited number of educational internship placements during each college semester. An
internship is defined as unpaid career experience required as part of a school curriculum for
academic credit.

The general purpose of this program is to assist students in programs related to the field of
Criminal Justice by providing an opportunity for further educational development through
personal observation and controlled participation in the daily operations of the Police Department.

The Community Relations Coordinator shall serve as the proponent for this program. The
Community Relations Coordinator will foster relationships with educational institutions to
promote the program, and accept and review internship applications. City HR shall assign
investigators to conduct background checks on applicants.

The Community Relations Coordinator will serve as a non-voting member of the Hiring Selection
Committee anytime the committee meets to discuss intern applications. The Hiring Committee
shall select and place interns based on the needs of the organization and the skills and desires of
the applicant.

Supervisors of interns shall provide meaningful work for the students, complete required student
evaluations, and provide them to the Community Relations Coordinator for submission to the
school.

Students accepted for participation in the Educational Internship Program are not considered
employees and shall have no right to such typical employee benefits as wages, sick leave, paid
vacation, workmen's compensation, or any other benefits or compensation generally associated
with an employer/employee relationship. Program participants are expected to observe and
participate daily, for the entire semester as an alternative to taking classes at their individual
schools. Further information regarding the Educational Internship Program will be maintained on
the Police Department’s website.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



Py RNy Ry PRy Ry Ry Ry PRy PRy Ry PRy Ry Py

Chapter 5

T T T P P P N P PN P P P P P




TITLE: CAREER DEVELOPMENT PROGRAM
NUMBER 5.2

EFFECTIVE DATE: 01-11-05 PAGE 1 OF 6

REVISION HISTORY: (Adopted 09-01-94) R3/01-11-05

5.2.1 PROGRAM GOALS AND OBJECTIVES

The principal components of the Career Development Program will consist of short-term career
development assignments, in-service training and specialized training unique to required job
tasks. These components are intended to promote the following program goals and objectives:

« Provide meaningful work experiences for sworn members in areas outside their regular
Department assignments through temporary duty assignments.

» The number of assignments per year will vary based on a number of factors including program
administration and the overall staffing requirements of the agency.

= Member participation, assignment duration and assignment locations are at the discretion of
the Chief of Police.

« Assist sworn members in making well-informed decisions with respect to career goals and
consistent with their interests and abilities.

e Provide a means for sworn members to realize professional excellence within their chosen area
and/or as a component of their Career Counseling action plan.

« Ensure that educational opportunities provided by the Department are equitably distributed
with respect to the Department's Equal Employment Opportunity and Affirmative Action
Program objectives.

5.2.2 IN-SERVICE TRAINING COMPONENT OF THE CAREER DEVELOPMENT
PROGRAM

Proficiency and career specialty in-service training are integral components of the Department's
overall plan for Career Development.

The definitions given below pertain to the in-service training component of the Career
Development Program:

Proficiency In-Service Training - This facet of in-service training is based upon the need to provide
members periodic and continuing job-related instruction designed to enable them to acquire the
additional knowledge, skills, and abilities required in order to remain competent in the duties and
responsibilities of the job.

Career Specialty In-Service Training - Training and instruction designed to enhance a member's
upward mobility and/or job satisfaction due to its concentration on goals.

5.2.3 RESPONSIBILITIES OF THE TRAINING DIVISION
The Commanding Officer of the Training Division will administer the Department's in-service

training program in order to ensure that the following Career Development goals and objectives
are achieved:
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e Each member of the Department is afforded the necessary training required in order for
him to develop and maintain proficiency within his current assignment.

< Each member assigned to a specialized area of the Department or performing a specialized
function for the Department receives training required for professional development within
the area of specialization.

« Each supervisory member of the Department receives adequate training to enable him to
execute the duties and responsibilities of the supervisory position.

e Each member of the Department performing managerial or administrative functions
receives the necessary training to enable him to execute the duties and responsibilities of
the managerial or administrative position.

5.2.4 CAREER PATH TRAINING PROGRAMS

Based upon the analysis of Departmental career assessment and counseling activities, as well
as other informational sources, the Training Division will offer periodic training programs for
attendance by members on a voluntary basis.

Consideration for attendance of such training programs will be given to members of the
Department who’s identified career interests are compatible with the training topics
scheduled for presentation. Such programs may be designed for delivery by the Department,
or when appropriate, may be secured through outside resources.

5.2.5 MAINTENANCE OF RECORDS RELATED TO COMPLETED CAREER
PATH IN-SERVICE TRAINING

The Training Division will be responsible for the maintenance of written records of all
proficiency and career specialty in-service training completed by Departmental members.

5.2.6 LONG -TERM CAREER DEVELOPMENT ASSIGNMENTS

Long-term career development assignments will be made to either the Resource Management
Division or the Training Division.

Within the Resource Management Division, the career development position is designated
specifically for the positions of Sergeant or Lieutenant and designed to provide experience in
both the budgeting and personnel processes.

Within the Training Division, career development positions are established for the position of
Sergeant or Lieutenant and POII thru Master Police Officer. These assignments are
specifically designed to provide experience in either the training or recruiting processes.

Long-term career development assignments are generally for a period of six to twelve months.

The Office of the Chief of Police will make assignments to these positions.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



TITLE: CAREER DEVELOPMENT PROGRAM

NUMBER 5.2

PAGE 3 OF 6

5.2.7 SHORT TERM CAREER DEVELOPMENT ASSIGNMENTS

Short-term training assignments are integral components of the Department's plan for Career
Development. Short-term training assignments outside the officer's regular work area provide the
officer with relevant experience in the work performed within other Departmental areas and to
acquaint the officer with the duties, responsibilities, skills, and abilities pertinent to the short-
term assignment. Such assignments may include special assignments or project work as part of
career enhancement.

5.2.8 ELIGIBILITY

To participate in a short-term training assignment, officers must meet each of the requirements
specified below:

» The officer must be assigned to the Patrol Bureau.

» The officer must have attained one of the following ranks: Police Officer II, Senior Police
Officer, Master Police Officer, Police Corporal, or Police Sergeant.

» The officer must not be on probationary status at the time he requests to participate.

 The officer must be meeting the performance standards established for his regular duty
assignment before a short-term Career Development assignment will be considered.

« The officer must not have received disciplinary action at the divisional level or above for the
twelve-month period immediately preceding the date he is scheduled to being the assignment.

« The request must be in agreement with career goals of the officer or must be considered as a
valid means toward the establishment of career goals.

e The officer must have obtained the approval of his Division Commanding Officer and Bureau
Commander prior to participation.

« The officer must not have served on a short-term Career Development assignment during the
six-month period preceding his application.

Officers having previously worked in a Departmental component now designated as a "Career
Development Assignment Area" will not be considered for a short-term assignment in that
particular area.

Members will participate in Career Development short-term assignments without loss of rank or

status. Upon completion of the assignment, these officers will return, in grade, to the assignment
vacated when the Career Development assignment began.
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Although this phase of Career Development pertains strictly to Patrol Bureau personnel,
nothing herein prohibits other work units from making intra-bureau short-term assignments
in order to cross-train personnel or to meet some other legitimate employee development
need. In such cases, however, the temporary assignment will be preceded by a written
memorandum specifying the goals and objectives of the temporary assignment and its
duration. A copy of the assignment memorandum will be forwarded to the Training Division
and approved by the Office of the Chief of Police.

5.2.9 SELECTION PROCEDURE

All eligible personnel who are interested in a short-term assignment under the Career
Development Plan will submit a Career Development Application Form to their immediate
supervisor indicating their desire for a particular assignment area.

The officer's immediate supervisor will review the application, discuss it with the officer if
necessary, and then forward the application with recommendations through the chain of
command for approval. The Bureau Commander will forward all applications to the Training
Division, regardless of approval status.

When a Career Development application is disapproved, the applicant will be informed as to
the reason(s) for disapproval. This responsibility will rest with the highest level of authority
at which the application was disapproved. An applicant may appeal disapproval of his Career
Development application in accordance with established Departmental procedures.

All Career Development Program applications will remain active until:

« The applicant is assigned to a Career Development slot.

« The applicant is transferred to a permanent position outside of the Patrol Bureau.

« The applicant is promoted to a rank higher than Police Sergeant.

« The applicant leaves the Department through resignation or employment termination.

* The applicant withdraws his request to participate and forwards a written notice to that
effect.

Members may submit an application and be placed on the eligibility list at any time after they
become eligible to participate. Reinstated officers will be required to wait a period of six
months beyond their reappointment date before applying for Career Development.

5.2.10 RESPONSIBILITIES OF THE TRAINING DIVISION WITH RESPECT TO
SELECTION AND ASSIGNMENTS

Upon receipt of applications for a Career Development assignment, the Training Division will
cause the applications to be date and time stamped. The applications will then be filed in the
order in which they were received. A separate file will be maintained for "approved" and
"disapproved" applications.
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On or about the 15th of each month, the Commanding Officer of the Training Division or his
designee will review all applications approved by Bureau Commanders. A determination will be
made as to the Career Development slots to be available as of the first day of the following month
and the personnel to be assigned per the following guidelines. The maximum number of short-
term assignments made during a single month will be determined by the Bureau Commanders in
consideration of operational goals and manpower requirements. The following guidelines shall

apply:

 No more than one officer, regardless of rank, will be assigned from the same squad at any one
time without the written permission of the affected Division Commanding Officer.

« In the event that two or more members from the same squad are eligible to participate at the
same time, the affected Division Commanding Officer will be notified and will make the
decision as to which applicant is to be assigned first. In reaching this decision, Commanding
Officers will be asked to consider the factors of seniority, rank, date of next Performance
Appraisal and the aptitudes of each applicant applied to the particular assignment under
consideration.

e Applicants who are not selected because of command decisions will be reconsidered at the
appropriate monthly selection period preceding expiration of the selected member's
assignment.

5.2.11 SHORT TERM CAREER DEVELOPMENT ASSIGNMENT AREAS

The following Divisions are hereby designated as assignment areas for the purposes of Career

Development. The actual number of personnel to be assigned to any included area at one time will

be determined at the time assignments are being considered:

=~  Criminal Investigations Division

= Vice/Narcotics Division

= Special Operations Division

=~ Operational Support Division

5.2.12 DURATION OF SHORT-TERM TRAINING ASSIGNMENTS

The duration of assignments will generally be for one calendar month or thirty workdays.

However, the actual assignment period may be extended or shortened as determined to be in the

overall best interest of the Department.

5.2.13 RESPONSIBILITIES OF ASSIGNMENT AREA COMMANDERS

The Commanding Officer of each assignment area addressed by this directive (or his designee) will

be responsible for developing a written plan pertinent to the duties, responsibilities, and general
work to be performed by personnel assigned to his command for Career Development purposes.
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The written plan is to be forwarded to the Training Division for review and will necessarily
include:

« A general overview of the division's primary responsibilities, along with its organizational
structure.

« The duties and responsibilities to be routinely assigned to Career Development personnel
after an initial period of divisional orientation.

e A planned approach of providing job orientation pertinent to the officer assigned for
Career Development, including performance criteria developed for evaluative purposes.

« An assessment of the knowledge, skill and personal ability characteristics associated with
successful performance of personnel assigned to the division in general.

« An overview of any in-service training or actual experience training schedules normally
followed by the division which are pertinent to Career Development assignments.

Upon approval of the divisional plans, each plan will be made available to the department’s
Career Counselors to assist in any future career counseling of subordinates. A copy of the
plans will be placed on file within the Training Division.

5.2.14 ASSIGNMENT EVALUATIONS

Each officer assigned to a Career Development area and assigned tasks to perform will be
evaluated against program standards developed by the responsible Division Commanding
Officer.

The purpose of evaluation will be:

 To inform personnel as to critical performance factors which may affect their chances of
being selected for permanent assignment to the Career Development area.

« To provide evaluative data for use in long range career development of the individual, and
to further assist in future Career Counseling sessions.

e To provide input for use by immediate supervisors in preparing regular Performance
Appraisal evaluations.

« To ensure the goals of the program and the participant and are consistent with the goals of
the agency.
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5.3.1 PROGRAM OBJECTIVES

Career Counseling serves as an integral component of the Career Development Program and will
be made available to all eligible sworn personnel upon request. While Career Counseling will
normally coincide with the member's annual performance evaluation process, it may be requested
at any time.

Career Counseling is not mandatory. An officer who does not desire Career Counseling should so
inform his supervisor at the time of the officer's annual performance evaluation.

The completed form requesting or declining Career Counseling will be forwarded, along with the
evaluation instrument to the Resource Management Division, where it will be maintained in the
member’s personnel file.

Members may review their Supervisory Career Assessment Form on file within the Resource
Management Division to ensure the information is current.

5.3.2 CAREER COUNSELORS

Each Bureau will designate selected personnel at or above the rank of Lieutenant to serve as
Career Counselors. Career Counselor duties shall include:

« Meeting with assigned employees that request Career Counseling.
« Assisting in the development of their long and short-term career goals and plan of action.

e Communicating the employee’s career plan with the Training Division and other division
supervisors for use in determining training and career development opportunities

» Maintaining the Division’s Career Counseling records.

5.3.3 SUPERVISOR RESPONSIBILITIES

During annual employee performance evaluations, supervisors should conduct a frank and open
discussion of the member's strengths and weaknesses as they apply to their current duties and
responsibilities.

Supervisors should explain the Department’s Career Counseling Program and Career
Development Program to all Sergeants, Corporals, and Police Officers above the rank of Police
Officer I. Should the employee desire formal Career Counseling, a Supervisory Career Assessment
Form should be completed in its entirety. The original form and one (1) copy should be forwarded
through the chain of command to the employee’s Bureau Commander.
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5.3.4 BUREAU COMMANDER RESPONSIBILITIES

Bureau Commanders shall assign an appropriate Career Counselor to each employee desiring
formal Career Counseling. One (1) copy of the employee’s Supervisory Career Assessment Form
will be sent to the assigned counselor. One (1) copy will be sent to the Commanding Officer of the
Resource Management Division for inclusion in the employee’s personnel file and one (1) copy will
be sent to the Commanding Officer of the Training Division to assist in preparing materials for the
Career Counselors.

5.3.5 TRAINING DIVISION RESPONSIBILITIES
The Commanding Officer of the Training Division is responsible for the following:

(1) Developing and delivering a training program to all individuals serving in the capacity of a
Career Counselor. Following completion of training, Career Counselors will be capable of the
following:

« Assessing the knowledge, skills and abilities of a member in comparison with the knowledge,
skills and abilities required for successful performance within the position or assignment area
sought by the member.

» Conducting the Career Counseling interview and properly completing the Supervisory Career
Assessment Form.

» Assisting members in developing written plans of action related to the accomplishment of their
career goals.

« Demonstrating a working knowledge of Departmental and City programs applicable to training
and development, as well as the policies and procedures applicable to participation in such
programs, and offer options of goal achievement utilizing the various employee enhancement
programs.

(2) Ensuring that Career Counselors receive copies of the member’s in-service training records and
most recent performance evaluations for use in the Career Counseling sessions.

(3) Evaluating information provided by Career Counselors to establish Departmental priorities for

the development and delivery of in-service training required by members in relation to identified
career goals.
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5.4.1 GENERAL POLICY

The Department recognizes the value of participation by members in professional associations
having goals and objectives compatible to those of the Criminal Justice system in general, and of
the police profession in particular. As a matter of policy, the Department encourages such
participation by members, recognizing that such associations are often beneficial to both the
member and the Department. To clarify the Department's position in regard to membership in
such associations, certain policies have been adopted and are set forth in this directive.

5.4.2 ASSOCIATION CLASSIFICATIONS
The Department recognizes three general types of professional service associations:

Police Alumni Associations

A police alumni association is an organization composed of graduates who have successfully
completed course work recognized by the particular association as its membership criteria.

Members of the Department are eligible to join such associations upon satisfactory completion of
the prescribed course of study.

Departmental sponsorship of members in police alumni associationsis limited to persons having
completed administrative officer's training courses, equivalent to college level programs, and
administered by institutions of recognized competence.

Examples: F.B.l. National Academy; Southern Police Institute, Administrative Officer's Course;
Northwestern University, Traffic Institute, Traffic Police Administration Training Program; N.C.
State Administrative Officer's Management Program.

Specialized/Professional Service Associations

A specialized/professional service association is an organization composed of members sharing
common interests and group goals which are narrowly directed toward a particular function or
specialized phase of law enforcement.

Members of the Department are eligible to join such associations at any time, but Departmental
sponsorship is limited to those occasions when the member is actively assigned to a specialized
unit and the membership is considered beneficial to the Department, as well as the member.

Examples: Internal Affairs Investigators' Association; North Carolina Juvenile Officers
Association, etc.
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General Police Associations

A general police association is an organization composed of members who are eligible to join by
virtue of their law enforcement employee status, or by virtue of their particular status as an
identifiable group or class of law enforcement officers.

Members of the Department are eligible to join such associations at any time they choose, upon
meeting the association's membership criteria and upon payment of dues or fees charged by the
association.

Examples: North Carolina Police Executives Association, North Carolina Law Enforcement Officers
Association, North Carolina Police Women's Association, North State Law Enforcement Officers
Association, etc.

5.4.3 DEPARTMENTAL SPONSORSHIP

The Department may elect to sponsor memberships of personnel in police alumni or
specialized/professional service associations. Sponsorship by the Department, in such cases,
shall be limited to payment of initial and annual membership dues assessed by the subject
association. Payment of membership dues in regard to general police associations shall be the
responsibility of the individual association members.
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TITLE: ASSIGNMENT AND TRANSFER
NUMBER 6.1

EFFECTIVE DATE: 06-12-2012 PAGE 1 OF 4

REVISION HISTORY: (Adopted 09-01-94) R9/06-12-2012

6.1.1 GENERAL POLICY

The Chief of Police is responsible for the assignment and transfer of all personnel within the
Department. The provisions of this Directive shall apply to all such movements, except when
deemed necessary by the Chief of Police.

The Chief of Police will make inter-bureau assignments and transfers of all sworn and non-sworn
managers and supervisors.

Bureau Commanders will make intra-bureau assignments and transfers of sworn and non-sworn
supervisory personnel within their command. Intra-divisional assignment and transfer occurs at
the initiative of the Division Commanding Officer with the approval of the appropriate Bureau
Commander.

There are two methods for requesting inter-bureau transfer. Employees at the rank of Sergeant
and below may submit a transfer request memorandum to the Commanding Officer of the
Resource Management Division at anytime during the calendar year (referred to as an open
request). All requests must be submitted through the employee’s chain of command. Once a
transfer request has been submitted, the employee does not need to make any further request
when the specific position requested is vacated and the opening is posted by the Resource
Management Division. Only one “open request” may be submitted. An employee who has not
submitted a transfer request prior to a vacancy posting may do so within the vacancy posting
period.

Sergeant/Corporal requests must include the following:

Transfer Request Memorandum
Departmental Resume

Master Police Officer and below requests must include the following:

Transfer Request Memorandum

Departmental Resume

Self-Evaluation Form
For open requests only, the Transfer Potential Evaluation will be submitted at time of vacancy
posting. All open requests will be purged on December 31st of the calendar year submitted. Re-

submissions will not be accepted until January 1st of the following calendar year.

An inter-bureau transfer may also be requested at the time the vacancy is announced. That
method is detailed in the remainder of 6.1.
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6.1.2 TRANSFER OF SUPERVISORS (CORPORAL/SERGEANT)

Supervisors may not transfer without losing their rank, except as noted below. These
transfers are transfers of personnel, not positions.

« Division Commanding Officers may transfer supervisors in grade within their assigned
Division.

« Bureau Commanders may transfer supervisors in grade within their assigned Bureau.
e The Chief of Police may transfer supervisors in grade within the Department.

Supervisors are eligible to be considered for assignment to any position designated to be filled
by an officer of the respective rank.

Any supervisor desiring an inter-bureau transfer will forward a memorandum of interest and
resume to the Resource Management Division Commanding Officer. The memorandum will
include the name of the specific Bureau and Division to which the transfer is requested.
Multiple memorandums may be submitted, each specific to the position sought.

The Commanding Officer of a Division with a supervisor’s vacancy will notify the Resource
Management Division of the desire to fill the vacancy. The Resource Management Division
will announce the vacancy through memorandum, giving interested personnel ten calendar
days to apply.

The Resource Management Division will receive and maintain a file for each vacancy that is
announced. When the closing date for applications has expired, all applications received,
including those open requests previously submitted, will be forwarded to the Bureau
Commander in whose bureau the vacancy is to be filled.

Commanding Officers responsible for filling a vacant supervisory position will review all
memorandum and resumes prior to making a decision.

Nothing in this directive prohibits the Chief of Police from making supervisory changes due to
operational or personnel concerns.
6.1.3 POLICE OFFICER VACANCY

All Police Officer II's, Senior Police Officers and Master Police Officers are eligible to be
considered for assignment to any position designated to be filled by a Police Officer.

Methods utilized by the Department to select personnel for assignment to Police Officer
positions within Divisions having vacancies will include competitive procedures.
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6.1.4 PROCEDURES

The Commanding Officer of a Division with a vacancy will notify the Resource Management
Division of the desire to fill the vacancy. The Resource Management Division will announce the
vacancy in memorandum form, giving interested personnel a minimum of 10 calendar day to
apply. The announcement period is at the discretion of the Bureau Commanding Officer. The
announcement period and closing date may be extended if necessary. Any extensions or
modifications to the announcement period and closing date will be announced in memorandum
form.

The announcement will invite all qualifying police officers to apply and will also include a closing
date for application packages. All application packages should have a Transfer Request
Memorandum, Resume, Applicants Self Evaluation Form and a Transfer Potential Evaluation and
will be forwarded through the chain of command to the Resource Management Division. These
forms are located on GPDNET at the following location:

Forms and Documents / Bureaus / Management Bureau / Resource Management Division /
Promotional and Transfer Evaluation Forms

The officer's immediate supervisor will review the transfer request and complete the Transfer
Potential Evaluation. Based on the officer's performance in his present assignment and his
potential of performing satisfactorily in the position sought, the Commanding Officer and the
Executive Officer will determine whether the officer should be considered for transfer and express
his written concurrence or nonconcurrence with the request on the Transfer Potential Evaluation
form. A non-concurrence from any member of the applicant’s chain of command does not
eliminate the officer from the competitive process.

The employee’s Commanding Officer is responsible for ensuring that recommendations affecting
an officer's viability as a candidate for transfer be made known to the officer. The officer should
acknowledge through his signature that he has been informed of the recommendation.

The Resource Management Division will receive and maintain a file for each vacancy that is
announced. When the closing date for applications has expired, all applications, including those
open requests previously submitted, will be forwarded to the Commanding Officer whose vacancy
is to be filled.

6.1.5 IMPLEMENTATION OF INTER-BUREAU TRANSFERS
Commanding Officers responsible for filling a vacant non-supervisory position will review all
memorandum (Transfer Request / Resume / Transfer Potential / Self Evaluation Form) and

conduct an interview with each applicant prior to making a decision.

The Commanding Officer will make his selection from the application packages and scheduled
interviews.

Due to the nature of specialized unit responsibilities, it is recognized that the Commanding Officer

responsible for filling a specialized unit vacancy may at his discretion require additional testing
procedures.
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Upon conclusion of the review of application packages and interviews, the Commanding
Officer will make written recommendations through channels to the Chief of Police. The
recommendation will include documentation as to the date of review, all officers considered,
selection criteria, and final recommendations for transfers. A copy of the approved
recommendations, application packages and interview questions will be maintained in the
Resource Management Division.

The Commanding Officer of any Bureau may at his discretion transfer personnel in non-
specialized units within the Bureau to meet staffing levels.

When making assignments or transfers, the Chief of Police may consider all requests for
transfer, all recommendations and the disciplinary record of any officer being considered.

6.1.6 FEEDBACK

Upon conclusion of the interview process the Commanding Officer of the division responsible
for filling the vacancy will complete a feedback form to all non selected applicants within 30
days of selection. A copy of the completed form will be forwarded to the Resource
Management Division. The purpose of the Feedback form is to assist the candidate in future
transfer opportunities.

Attachments: Applicant Self Evaluation Form
Transfer Evaluation Form
Feedback Form
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Applicant Self Evaluation Form

Applicant Name and Assignment

Applicants please complete an analysis of each dimension listed by
providing information, as it pertains to this vacancy. Be as specific as
possible. (Attach additional pages if necessary)

Why do vou want to be a part of this unit?

Training Backaround (Include any relevant training that was denied

Examples of reports from previous investigations (Does not have to pertain to this
vacancy.

Knowledge, Skills, and Abilities that pertain to this vacancy

Is there anything to prevent you from performing all aspects of this position? (i.e.
scheduling)

Previous work experience related to this position.




Any additional information/comments not addressed above, regarding this position.




Transfer Potential Evaluation Form (pg. 1)

Applicant Name and Assignment

Sergeants, please complete a candidate analysis of each dimension listed by providing
observable behavior, as it pertains to the Applicant. Be as specific as possible.

Sergeant’s Name

Adherence to Directives. SOP. Special Orders. etc.

Work Ethic (i.e. eneray. attendance, commitment. desire. capacity to learn. past

work history)

Leadership Abilities

Problem Solving Skills

Community Policing Skills

Any additional comments




Transfer Evaluation Form (Pg. 2)

Lieutenants and Captains, please provide any information pertaining to the Applicants
overall work performance you feel essential. Please indicate in your comments if you

concur with the Sergeant’s evaluation of the dimensions listed. Should you not concur,
please indicate why.

Lieutenant’s Name

Comments Section:

Captain’s Name

Comments Section:

Applicant’s signature




Feedback Form

Candidate’s name:

Date of interview:

Position applied for:

Candidate’s strengths:

Candidate’s weaknesses:

Recommendations for Improvement:

Commanding Officer’s signature:




TITLE: ASSIGNMENT ORIENTATION
NUMBER 6.2
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REVISION HISTORY: (Adopted 09-01-94)R2/05-01-08

6.2.1 GENERAL POLICY

Newly hired, promoted, or transferred employees need an orientation concerning the job they have
been selected to perform. In addition, an on-the-job training program must be completed and
specialized training necessary for the position must be identified and delivered. It is the intent of
this directive to provide a method for administering the orientation, on-the-job training, and
identification of required specialized training for such employees.

6.2.2 ASSIGNMENT ORIENTATION REQUIRED

The provisions of this directive are applicable to the following employees of the Department
(subject to exceptions below):

e All newly hired employees.

e All employees transferred to a new duty position.

e All employees promoted to a position below the rank of Police Captain or Non-sworn Director.
The provisions of this directive are not applicable to the following employees of the Department:

e Employees newly hired in the position of Police Trainee or newly appointed to the position of
Police Officer I after completing the Police Basic Introductory Course.

e Employees transferred in grade to another identical position within the same division.

e Employees promoted to higher ranks in the same position on the basis of noncompetitive
examination (i.e., Police Officer I to Police Officer II) where the duties of the position do not
change significantly.

e Members of the Police Reserve Corps and School Crossing Guards.

6.2.3 CONTENT OF THE ORIENTATION

The affected employee will be briefed on the following topics:

e Management, administration, supervision, and personnel policies of division and squad.

e Support services and relationship of division and squad to other divisions, units, and outside
agencies.

e Division Standard Operating Procedures, special programs, operational plans, and the
Accreditation process.

e Performance standards for the position.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



TITLE: ASSIGNMENT ORIENTATION
NUMBER 6.2

PAGE 2 OF 2

The employee will be assigned to supervised on-the-job training with another member of the
division for a period of time as designated by the employee's Division Commanding Officer.

Specialized training that is required (mandated by law or other authority) for the position will be
identified. (For example, a new Traffic Enforcement Officer must have certification in speed
measuring devices.) Other training, such as interview/interrogation training for new detectives,
will not be addressed in this process, although the Department's Multi-Phase Training Program
has provisions for this training.

6.2.4 CONDUCTING THE ORIENTATION

The orientation will be directed by the affected employee's Division Commanding Officer and shall
be conducted by the employee's immediate supervisor.

The orientation must be conducted within ten working days after the date the employee reports to
the new position.

6.2.5 REPORTING THE ORIENTATION

An Assignment Orientation Report (PS-POL-588-3363) will be prepared to document the
orientation. Copies of the report will be distributed as follows:

e One copy to the Resource Management Division.
e One copy in Employee's division personnel file.
e One copy for division use, if needed.

The Assignment Orientation Report will be completed and routed within ten working days after
the date the employee reports to the new position.

6.2.6 RESOURCE MANAGEMENT DIVISION RESPONSIBILITIES

Upon receipt of the Assignment Orientation Report from the Division Commanding Officer, the
Resource Management Division will coordinate the following action concerning the employee:

e The employee will be scheduled for any required specialized training identified in the report.

e The employee will be entered in the appropriate place in the Department's Multi-Phase
Training Program.

Assignment Orientation Reports will be maintained on file in the Resource Management Division
for a period of one year after they are received.
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The Department recognizes that certain positions are likely to produce stress beyond the normal
level for employees and their families due to the sensitive nature and working conditions of the
positions. In recognition of that potential, the Department has established an Assignment
Limitation Policy in the Vice/Narcotics Division.

For all sworn members of the Vice/Narcotics Division, the Commanding Officer of the Division will
consider the member’s job performance, apparent ability to deal with the job stress factor, attitude
towards the assignment, and any other factors appropriate for consideration for continued
assignment. Any time that these factors indicate that it is in the Department’s best interest for
the member to terminate his assignment in Vice/Narcotics, the Commanding Officer will make
such recommendation to the Chief of Police.

At such time as sworn members of the Division at the rank of corporal and below have been
assigned to the Division for five years, the Commanding Officer will make a recommendation to
the Deputy Chief of the Investigative Bureau as to whether their assignment should be extended.
The Deputy Chief, after evaluating the recommendation, may grant an extension (normally for one
year). Additional extensions may be granted if deemed in the best interest of the Department.

The length of service for the Commanding Officer and supervisory staff of the Vice/Narcotics
Division will be determined by the Chief of Police.
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6.4.1 GENERAL INFORMATION

The Department recognizes the need for occasional limited duty assignments for its employees
due to short-term illness, injury, or a traumatic experience.

Limited-duty status is a privilege extended to Departmental employees during periods of short-
term disability. The Department reserves the right to approve, modify, or terminate an employee's
limited-duty request or status as necessary to ensure the best interests of the Department are
addressed.

With the exception of pregnancy, continued assignment to limited duty beyond 130 business days
is the exception rather than the rule and shall be made only after consideration of all available
information concerning the prognosis for the employee's return to full duty. Also, at any time
during the 130 day period, the employee may be required to undergo a re-evaluation by his
physician or the City’s physician to determine when he will be able to return to full duty status,
which will include an indication of the employee’s current medical status. The prospect of
continued long term disability may require the employee to pursue medical retirement, or seek
other employment based on his established limitations.

Commanding Officers/Directors shall seek information from employees who are not present for
duty due to any illness or injury involving a short-term duration. If an employee’s injury or illness
requires medical opinions or other information pertaining to fitness for duty, all correspondence
will be conducted by the Resource Management Division. As medical restrictions allow, employees
are required to return to work as soon as possible.

Employees must receive approval from the Commanding Officer of the Resource Management
Division and their respective Division Commander before returning to a full duty status from a
limited duty status.

6.4.2 REQUEST FOR LIMITED DUTY

An employee must request limited duty assignment by memo through channels to his Bureau
Commander. A doctor's statement of duty restrictions must be attached, as should an estimate of
how long the employee will be restricted from full-duty status.

Approval of limited duty status will be made at the discretion of the employee's Bureau
Commander.

The Resource Management Division will be notified by each bureau when a member is granted a
limited duty assignment or placed on workman’s compensation status. This will be accomplished
by forwarding the employee’s request for Limited Duty to the Commanding Officer of the Resource
Management Division. This reporting function may also be accomplished at the divisional level if
deemed appropriate.

The Resource Management Division will be responsible for supplying the office of the Chief of

Police with a complete listing of all departmental members assigned to limited duty or workman’s
compensation status monthly.
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6.4.3 ASSIGNMENT OF LIMITED DUTY PERSONNEL

Upon the approval of an employee’s request for limited duty, the affected Bureau Commander will
forward the request and related documentation to the Commanding Officer of the Resource
Management Division. After reviewing the needs of the Department and the abilities of the
employee, the Commanding Officer of the Resource Management Division will assign the employee
to a Division for a temporary limited duty assignment.

The Division Commanding Officer to whom a limited duty employee is temporarily assigned shall
be responsible for normal administrative and supervisory control of that employee, including
attendance, and other records, mode of dress, duty hours and other related matters.

6.4.4 RESTRICTED ACTIVITIES

Limited duty assignments are intended to be purely administrative in nature. Officers are not
expected to exercise any law enforcement authority while on limited duty, they shall not engage in
any activity which is beyond the physical limitations placed on the officer by his or the City's
physician.

Officers assigned to limited duty status shall not wear a police uniform unless authorized by
competent authority. Normal business attire will be worn in accordance with Departmental
Directive, 15.1.3 Non-Uniform Standard Dress Regulations.

Employees granted limited duty status shall not be eligible for, or engage in, off-duty employment
as defined in Departmental Directive 3.3, and must receive supervisory approval to engage in
outside employment as defined in Departmental Directive 3.4

6.4.5 CARRYING OF SERVICE WEAPON

Officers may elect to carry their service weapon while assigned to limited duty. However, as with
all plainclothes assignments, officers will wear their weapon in a discreet, concealed manner so as
not to attract attention or have the weapon in open view of the public.

If officers have not met their annual in-service training requirements, they shall relinquish their
service weapon(s) to the Commanding Officer of the Training Division. To this end, all in-service
training for the purpose of continued certification must be completed by December 31st of each
year.

6.4.6 RETURN TO FULL-DUTY STATUS

Employees are expected to return to full-duty status as soon as circumstances permit. A doctor's
statement releasing the employee for full-duty status must be forwarded to the affected employee's
Bureau Commander.

The Resource Management Division is responsible for monitoring the medical status of limited-
duty employees, including securing medical reports, evaluations, and other documentation to
determine the employee's readiness to return to regular duty status.

All employees must satisfy their annual in-service training requirements prior to returning to full

duty status.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



TITLE: PERFORMANCE EVALUATION
NUMBER 6.5

EFFECTIVE DATE: 06-21-2012 PAGE 1 OF 7

REVISION HISTORY: (Adopted 09-01-94) R10/06-21-2012

6.5.1 GENERAL

The purpose of this directive is to clarify policies and procedures of the Greensboro Police
Department as they relate to the evaluation of the performance of its employees. Supervisory
personnel, who are routinely responsible for performance evaluations, will become thoroughly
familiar with the contents of this directive, as well as the guiding City policies upon which the
directive is based. In this directive the terms "appraisal' and "evaluation" are used
interchangeably.

Performance evaluations are necessary in order to meet a variety of worthwhile objectives. There
is an ethical and a practical need to deal fairly and impartially with employees in all matters
affecting their pay, transfer and promotional opportunities, Career Development options, and
other matters routinely associated with personnel administration.

Properly prepared evaluations are valuable tools which assist the Department in meeting its
objectives of maintaining and improving performance at all levels, providing a means for personnel
counseling, identifying training needs of employees, and assuring that the larger goals of the
Department are met with respect to maximizing productivity and efficiency at all levels.

6.5.2 TYPES OF PERFORMANCE EVALUATION

The evaluation system of the Department will accommodate three general classifications of
performance evaluation. These are defined as follows:

e Annual Performance Appraisals - Annual performance appraisals will be completed for all
personnel including Reserve Officers, as provided for by standard procedures of the City of
Greensboro and further clarified in this directive. Annual appraisals consist of the yearly
performance record of an employee, rated against the performance standards established for
the employee's position or job within the Department.

e Quarterly Performance Appraisals- Quarterly performance appraisals will be completed for all
probationary personnel including Reserve Officers. Quarterly appraisals consist of the
quarterly performance record of an employee, rated against the performance standards
established for the employee’s position or job within the Department. The quarterly evaluation
will be documented utilizing the same form as the annual appraisal for a particular employee.

Probationary police officer employees will be rated in accordance to established standards
outlined in the Police Basic Introductory Course and Police Training Officer (PTO) Program.
Upon successful completion of the PTO training program, police officers will be rated upon
their quarterly Divisional transfer date (as defined in Departmental Directive 6.1.5) until
successful completion of their respective first year sworn solo assignment. This evaluation
instrument will serve as the quarterly and transfer evaluation for the officer.
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e Special Purpose Evaluations - In furtherance of the Department's promotion and selection
procedures, supervisors may be required to complete special purpose evaluations out of
sequence with the employee's normal evaluation cycle.

6.5.3 PERFORMANCE EVALUATION PROCEDURES

Performance evaluation for full-time budgeted employees will be conducted annually in
accordance with a printed Employee Evaluation Summary provided by the City Human Resources
Department, applicable city guidelines and applicable Standard Operating Procedures.
Performance standards may be found in each Divisions’ Standard Operating Procedures or other
documents addressing job description and/or performance made available to the employee prior
to the rating period. The performance standards established for each position define specific job
tasks which are applicable to that position. The job tasks are those which are required and
expected from an employee in that position.

Any performance evaluation system which may be developed for use in the Police Department will
conform to the City performance-based evaluation system.

An employee's evaluation will be conducted by the employee's immediate supervisor. Supervisors
will monitor the performance of employees throughout the months preceding the due date for
appraisals and keep accurate records pertinent to the employee's performance and/or progress.

In order to ensure the success of the evaluation program, supervisors will counsel with each
employee at the beginning of the normal rating period to familiarize employees with the
performance expected, and the evaluation rating criteria the supervisor will apply to determine
the employee's performance rating.

Supervisors will advise employees in writing whenever their performance is deemed
unsatisfactory. Such notification must be given to the employee at least ninety days prior to the
end of the rating period.

Prior to the actual completion of evaluation forms used in conjunction with the performance
appraisal, the supervisor will conduct a preevaluation interview with the employee to advise the
employee of the supervisor's views and to provide the opportunity for input from the affected
employee.

When an evaluation is due for an employee, the supervisor will rate the employee's actual
performance against the performance standards established for the employee's position.

6.5.4 RATING THE EMPLOYEE'S PERFORMANCE

The rating the supervisor formulates (with respect to each performance standard) should be based
upon a consideration of the employee's total performance over the course of the entire rating

period, taking into account the rating possibilities applicable to the standards and the following
considerations:
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e Does the employee's performance indicate exceptional performance or is it inconsistent in
meeting the objectives and/or prevailing work standards established for the position?

e How does the employee's overall performance relate to the performance standards and the
rating possibilities?

e Has the employee received commendation, counseling, or discipline relative to a specific
performance category? If so, these should be included in the “Rater’s Comments” narratives.

An approved Greensboro Police Department evaluation form or memorandum will be used to
complete the evaluation. The comments section of this form will be used to document all rating
levels of performance. Documentation should consist of a brief synopsis of the employee's overall
performance. Should the rater require more space to complete the narrative than is provided on
the evaluation form, the rater shall type “See memorandum” in the appropriate comments section
and prepare a memorandum with the rater comments. The continuation memorandum, if used,
will be forwarded to the Division Commanding Officer for quarterly evaluations and to the Chief of
Police for Annual Evaluations as an attachment to the evaluation form.

6.5.5 RATING CATEGORIES

The employee will be rated on each performance category following the applicable measurement
definitions provided for their specific evaluation instrument. There is one rating system in use in
the Department. In this system the rating for each listed standard may be one of six possibilities:

=~ Extended
e Levell

e Level Il

e Level III

e Level IV

e LevelV

When the rating is either Level I, IV, or V, the supervisor will provide specific written commentary
to fully substantiate his rating of the employee's performance.

After rating the employee on each of the performance categories, the supervisor will determine the
employee's overall rating for the evaluation period. The rating possibilities applicable to individual
performance standards apply to the overall rating as well and are defined as follows:

< Extended - Performance rating cannot be determined. Rating period is extended ninety days
to allow a longer time to determine performance rating.

e Level I — Poor Performance - Performance at the present level is not acceptable. The
employee is inconsistent in meeting objectives and/or prevailing work standards established
for the position. Probation is warranted, and if the employee does not demonstrate a
significant improvement in performance during the following ninety days, demotion,
suspension, or termination may be warranted.
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e Level II - Marginal Performance - Performance at its present level meets the minimum
objectives and/or work standards for the position. Improvement is desirable. As applied to
new employees, this rating indicates that the performance lacks some aspects of job
knowledge, which may be gained through additional experience.

« Level III - Meets Expectations - Performance at the present level is entirely acceptable. The
employee is consistent in meeting, and may occasionally exceed the objectives and/or work
standards established for the position. The employee is doing a good job of providing the
services required and expected of his/her position.

< Level IV - Exceeds Expectations - Performance at its present level exceeds the objectives
and/or work standards established for the position. The employee, on his/her own initiative,
often goes beyond what is required and expected.

« Level V — Superior Performance - Performance at its present level consistently exceeds the
objectives and/or work standards established for the position. The employee, on his/her own
initiative, routinely goes well beyond what is required and does a superior job of providing
services required and expected.

In the event of an overall rating other than Level II or III, the following will apply:

« To qualify for an overall rating of Level IV or V the employee must have clearly demonstrated
exceptional performance which is significantly above that required by the established
standards for the employee's position.

e« In the event of an overall Level I rating, the employee's supervisor will complete a
memorandum detailing the specific performance expected, and outlining specific steps for
improvement. = The employee will be afforded a three month period to improve his
performance. At the end of the three-month period, the employee will be reappraised, and if
improvement to an acceptable level is made, the salary increase previously deferred may be
granted. However, if a Level I level of performance has continued, the employee may be
terminated.

- If, after review of the employee's performance, the supervisor is unable to determine an
accurate performance level from the five levels of performance defined by the appraisal
system, the extended rating may be used. This allows a three month extension of the
evaluation period after which a final evaluation rating for the employee is made.

6.5.6 REASSIGNMENT AND/OR TRANSFER OF SUPERVISORS OR EMPLOYEES

When an employee is reassigned and/or transferred, he must be given a performance evaluation
by his supervisor and the evaluation forwarded to the new supervisor for consideration when
completing the next required evaluation. The same is true for each subordinate when a
supervisor is reassigned or transferred. The forgoing is unnecessary if the employee(s) were
evaluated within ninety days of the reassignment or transfer.
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6.5.7 COMPLETING AND ROUTING PERFORMANCE APPRAISAL REPORT

Should the overall rating level change from the last evaluation (quarterly or annual), the Rater
will, prior to service, notify their supervisor of the change.

After the instrument is served on the employee, the Performance Appraisal Report will be
forwarded to the Rater’s Supervisor who will review, sign and forward it to the Resource
Management Division.

The supervisor will discuss the Performance Appraisal Report with the employee and provide the
employee with an opportunity to make written commentary pertinent to the appraisal if he so
chooses.

Upon conclusion of the appraisal interview, the employee will sign the report, indicating that the
report was discussed with the employee. The employee's signature does not indicate his
concurrence or nonconcurrence with the rating indicated.

The supervisor will provide the employee with a copy of the completed Performance Appraisal
Report or memorandum as approved by the Division Commanding Officer.

After the performance appraisal interview with the employee, the Performance Appraisal Report
will be forwarded, through channels, to the Resource Management Division and include:

e The original, signed Performance Appraisal Report.
« A copy of the Performance Appraisal Report.

» The original, signed “Supervisory Career Assessment Form”.

All Performance Appraisal Reports will be reviewed for conformance to policy and appropriate
salary recommendations will be made by the Resource Management Division.

Performance Appraisal Reports will be retained by the Department for a period of three years from
the date the evaluation is rendered. This is true for both contested and uncontested evaluations.
6.5.8 FAIRNESS OF THE EVALUATION PROCESS

In order to accomplish the Department's objectives of fair and impartial personnel administration
and improved performance at all levels, each supervisory officer will uniformly apply evaluation
procedures.

When preparing evaluations, supervisors will make every reasonable effort to:

« Eliminate from consideration any performance which occurred at some other time than the
specific period covered by the current performance appraisal.

e Avoid being unduly influenced by his perception of the employee's personality when preparing

the evaluation. The objective of performance appraisal is to evaluate performance, not
personality.
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« Ensure that evaluative judgments are based upon a clear understanding of the job standards
and adequate documentation of performance.

Superior officers will consider the quality of performance appraisals prepared by supervisors when
determining the supervisor's own performance appraisal rating.

6.5.9 TRAINING OF SUPERVISORS TO MEET PERFORMANCE EVALUATION
RESPONSIBILITIES

In conjunction with the City Human Resources Department, the Training Division will develop
and deliver suitable instruction to prepare supervisors to meet performance appraisal
responsibilities. The preparatory training will occur as soon as possible following an employee's
promotion or appointment to supervisory status.

The above mentioned appraisal responsibilities include, but are not limited to, career counseling.
All supervisors are responsible for counseling employees under their direction so that these
employees may pursue their individual career goals.

Supervisory training will include instruction enabling supervisors to advise employees on matters
concerning career goals. Upon completion of supervisory training reference career assessments,
supervisors are expected to:

« Assess the knowledge, skills and abilities of an employee in comparison with the knowledge,
skills and abilities required for successful performance within the position or assignment area
sought by the employee.

« Develop a working knowledge of Departmental and City programs applicable to training and
development, as well as the policies and procedures applicable to participation in such
programs.

6.5.10 MONITORING THE EVALUATION SYSTEM

The Resource Management Division will conduct an annual inspection of the Department's
evaluation system. The annual inspection will contain a statistical analysis for the purpose of
identifying the percentages of each overall rating category to be used to ensure that the system is
continuing to function properly.

Policies and procedures pertinent to rating police trainee performance and other special purpose

appraisals may be addressed in other appropriate chapters of the Department's Directives Manual
or in the Standard Operating Procedures of responsible divisions.
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6.5.11 APPEALS OF PERFORMANCE EVALUATION

Any employee may appeal the performance evaluation received, whether it be quarterly or annual.
The appeal procedure will be the same; however, a quarterly evaluation can only be appealed to
the next level of supervision above the evaluating supervisor. Once a decision is rendered and all
documentation filed, the decision will stand. The affected employee will have the option to revisit
the issue during the annual appraisal. The employee will have five business days from the time
of the evaluation conference in which to appeal. Appeals must be in writing, in memorandum
form, and must state the specific grounds or reasons for the appeal. Appeals will be delivered to
the supervisor conducting the performance evaluation for forwarding through the chain of
command. Any such appeal will be handled through the chain of command to the Chief of Police,
who is the final authority in performance evaluation matters.

Within the Department, supervisory personnel to whom an appeal is directed have five business
days from the time the appeal is entered into the chain of command to respond to the appeal of

the employee.

Business days are defined as Monday through Friday, 8:00 a.m. to 5:00 p.m., excluding Saturday,
Sunday, and recognized City Holidays.
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6.6.1 POLICY STATEMENT

It is the policy of the Greensboro Police Department to identify, evaluate, select and elevate
qualified candidates to increased levels of responsibility within the agency. The following
processes are designed to ensure fairness and consistency in the selection of sworn employees for
advancement or promotion.

This procedure has been developed and will be administered by a Promotional Board. The

Promotional Board shall consist of the following individuals who will administer the promotional

process as directed by the Chief of Police:

 Commanding Officer, Management Bureau

e Commanding Officer, Training Division

« Commanding Officer, Resource Management Division

« Commanding Officer, Professional Standards Division

e Commanding Officer, Patrol or other Operational Division (As determined by the Chief of
Police)

* Any other member deemed necessary by the Chief of Police

All advancements/promotions within the Greensboro Police Department shall be made at the
direction of the Chief of Police. The Promotional Board will ensure that an announcement of
upcoming advancement and promotional testing processes will be made by the Management
Bureau at least 90 days prior to the testing date. This announcement will give instructions to
potential candidates as to declaration procedures.

Police Officer II, Senior and Master Police Officer are considered non-supervisory classifications.
Corporal, Sergeant, Lieutenant, Captain and Deputy Chief are considered supervisory ranks.
Personnel promoted to the supervisory ranks are not eligible to participate in the advancement
process for the non-supervisory classifications.

The advancement and promotional processes will be reviewed at least annually and revised as
necessary.

All affected personnel are responsible for ensuring the security of test materials and the integrity
of the testing process.

6.6.2 CAREER ADVANCEMENT PROCESS FOR NON-SUPERVISORY CLASSIFICATIONS

POLICE OFFICER I1

For advancement to the classification of Police Officer II, candidates must have accomplished

the following:

e Successfully complete the annual Police Officer II written exam by achieving a minimum
score of 70,

« complete a total of three years service, beginning as a Police Officer I, and
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=~ have received a “meeting expectations” or better on the last two annual performance
evaluations,

A Police Officer II candidate may test during the calendar year of their three year sworn
anniversary. The advancement will become effective on the candidate’s anniversary date. Any
Police Officer I who fails to pass the Police Officer II written exam after three (3) attempts will be
the subject of an administrative investigation regarding competency and may be subject to
discipline.

SENIOR POLICE OFFICER

For advancement to the classification of Senior Police Officer, candidates must have

accomplished the following:

e Successfully complete the annual Senior Police Officer written exam by achieving a minimum
score of 70,

- complete a total of ten years full-time employment beginning as a Police Officer I, and

« have received a “meeting expectations” or better on the last two annual performance
evaluations,

A Senior Police Officer candidate may test during the calendar year of their ten year sworn
anniversary. The advancement will become effective on the candidate’s anniversary date.

MASTER POLICE OFFICER

For advancement to the classification of Master Police Officer, candidates must have

accomplished the following:

» Successfully complete the annual Master Police Officer written exam by achieving a minimum
score of 70,

« complete a total of twenty years full-time employment beginning as a Police Officer, and

< have received a “meeting expectations” or better on the last two annual performance
evaluations,

A Master Police Officer candidate may test during the calendar year of their twenty year sworn
anniversary. The advancement will become effective on the candidate’s anniversary date.

Lateral Officer Exceptions: Following their release from probationary status; officers hired under
the Lateral Officer Program will be credited with 2 years of service as a sworn law enforcement
officer toward future classification/promotion requirements. All other qualification requirements

apply.
The Management Bureau will administer Senior/Master Police Officer Examination in the first

quarter of every calendar year. Failure to appear at the announced time and location for the
written exam may result in a candidate being disqualified from the process.
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RE-TESTING

At the conclusion of the written examination process for each non-supervisory classification, each
participant will receive a score.

Any candidates failing to achieve the minimum passing score of 70 on the written examination for
their respective classification will be given the opportunity to re-test for that classification within
forty-five (45) days. The date for the re-test will be set by the Management Bureau. Any
candidates failing to achieve the minimum score on the re-test must wait until the test is offered
to all eligible personnel to participate in the testing process again.

6.6.3 PROMOTIONAL PROCESS FOR SUPERVISORY RANKS

The eligibility requirements and processes used for promotion within the Greensboro Police
Department are specific to the supervisory position being sought. The promotional process for the
ranks of Corporal, Sergeant and Lieutenant will be administered by the promotional testing
vendor and approved by the Chief of Police. The promotional process for the ranks of Captain and
Deputy Chief will be at the discretion of the Chief of Police.

The eligibility requirements may include total years of sworn law enforcement service, or years of

service at a specific grade or rank. Officers may not test in the same calendar year as the year in

which they were previously promoted. The process used may include some, or all, of the
following:

* A written examination.

* An Interactive Assessment Exercise. The Interactive Assessment Exercise may include but not
be limited to role-playing, interviews or other situational, interactive exercises.

e An Accomplishment Record, as defined at the time of the process. The Accomplishment
Record is a description of life/work experiences, training and accomplishments created by the
candidate, at the direction of the test vendor, which may include demonstrated life
experiences, training and accomplishments relevant to the rank for which the candidate is
applying. This document will not be scored, but will provide supplemental information to be
considered during the selection process.

* An interview with the Chief of Police, or his designee, prior to promotion to a supervisory rank.

CORPORAL

Eligibility: To be eligible for promotion to the rank of Corporal, a Police Officer II, Senior or Master

Police Officer must have accomplished the following:

e« Completed a minimum of two years full-time employment as a Police Officer II; and

» have received a “meeting expectations” or better on the last two annual performance evaluations;

« achieve a score placing the candidate within the top thirty-five (35) tested candidates on the
Corporal’s written exam, including ties, and

« complete the interactive assessment exercise.

Process: The scores from the written exam and interactive assessment exercise will be averaged into
a final score. The top thirty-five (35) candidates and ties will be placed on the eligibility list.
Promotions to Corporal will be made by the Chief of Police.
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The promotions are not required to be made in numerical order. The eligibility list will remain in
effect until the conclusion of the next testing process, and the publication of an updated eligibility
list.

This entire promotional process is designed to assist the Chief of Police to identify and evaluate
the promotional potential of the candidates and in making a promotional decision.

SERGEANT

Eligibility: To be eligible for promotion to the rank of Sergeant, a candidate must have

accomplished the following:

e Must have been at the rank of Corporal and/or the classifications of Senior Police Officer or
Master Police Officer in the calendar year prior to testing, (Note: Corporal candidates will not
be allowed to test in the same calendar year in which they were promoted to Corporal unless
they were advanced to the rank of Senior Police Officer or Master Police Officer preceding the
year of testing), and

e have received a “meeting expectations” or better on the last two annual performance
evaluations; and

e achieve a score placing the candidate within the top thirty-five (35) tested candidates on the
Sergeant’s written exam, including ties, and

« complete the interactive assessment exercise, and

e complete an Accomplishment Record as defined at the time of the process.

Process: Following the written exam, the top 35 candidates and ties will participate in the
interactive assessment exercise. The scores from the written exam and interactive assessment
exercise will be averaged into a final score. The top 35 candidates and ties will be placed on the
eligibility list. Promotions to Sergeant will be made by the Chief of Police. The promotions are not
required to be made in numerical order. The eligibility list will remain in effect until the
conclusion of the next testing process, and the publication of an updated eligibility list.

This entire promotional process is designed to assist the Chief of Police to identify and evaluate
the promotional potential of the candidates and in making a promotional decision.

LIEUTENANT

Eligibility: To be eligible for promotion to the rank of Lieutenant, a Sergeant must have

accomplished the following:

« Must have been at the rank of Sergeant in the calendar year prior to testing, and

« have received a “meeting expectations” or better on the last two annual performance
evaluations; and

e achieve a score placing the candidate within the top twenty (20) tested candidates on the
Lieutenant’s interactive assessment exercise, and

« complete an Accomplishment Record as defined at the time of the process.

Process: The scores from the interactive assessment exercise will be used to rank the
candidates numerically, with the top 20 candidates and ties being placed on the eligibility
list. Promotion to Lieutenant will be made by the Chief of Police. The promotions are not
required to be made in numerical order. The eligibility list will remain in effect until the
conclusion of the next testing process, and the publication of an updated eligibility list.
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This entire promotional process is designed to assist the Chief of Police to identify and evaluate
the promotional potential of the candidates and in making a promotional decision.

REVIEW AND APPEAL PROCESS FOR PROMOTION TO THE RANK OF CORPORAL, SERGEANT
OR LIEUTENANT

Review of Testing Materials: At the conclusion of each phase in the promotional process, each
participant will receive a tally sheet that includes the numerical results of the Written and
Interactive Assessment Exercise, if applicable.

After the results of any phase of the testing process are issued, the candidate will be provided
with their results and may make written challenges at that time. All appeals will be conducted by
the promotional testing vendor.

Appeals shall relate directly to the content of the examination question or Interactive Assessment
Exercise. These may include but are not limited to, content or validity of the question and comply
with the direction of the promotional testing vendor.

Appeals of broader issues concerning the overall promotional process are considered grievances
and must be made in accordance with Departmental Directive, 3.9, Grievance Procedures.

Retesting may be ordered at the discretion of the Chief of Police.
CAPTAIN

Eligibility: To be eligible for promotion to the rank of Captain, a Lieutenant must have
accomplished the following:

« Must have been at the rank of Lieutenant in the calendar year prior to testing, and

« competed in the promotional process at the direction of the Chief of Police.

Process: The promotional process for the rank of Captain will be at the discretion of the Chief of
Police. All Lieutenants competing in the promotional process for Captain will participate in the
process determined and announced by the Chief of Police. The process may include, but not be
limited to, situational exercises, writing exercises, peer assessments, and/or panel interviews. The
components to be used in the process will be delineated in the promotional process
announcement.

The promotional process will serve to assist the Chief of Police in evaluating the promotional potential
of the candidates and in making a promotional decision. However, all promotions to the rank of
Captain will be at the sole discretion of the Chief of Police. The review and appeal of any element of
the promotional process for this rank may be requested in writing and will be conducted by the Chief

of Police, or his designee.
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DEPUTY CHIEF

Eligibility: To be eligible for promotion to the rank of Deputy Chief, a Captain must have

accomplished the following:

< Must have been at the rank of Captain in the calendar year prior to testing; and

« competed in the promotional process as outlined for the rank of Deputy Chief and achieved
the required eligibility status for the position applied.

Process: The promotional process for the rank of Deputy Chief will be at the discretion of the
Chief of Police. All Captains competing in the promotional process for Deputy Chief will
participate in the process determined and announced by the Chief of Police. The process may
include, but not be limited to, situational exercises, writing exercises, peer assessments, and/or
panel interviews. The components to be used in the respective process will be delineated in the
promotional process announcement.

This process will serve to assist the Chief of Police in evaluating the promotional potential of the
candidates and in making a promotional decision. However, all promotions to the rank of Deputy
Chief will be at the sole discretion of the Chief of Police. The review and appeal of any element of
the promotional process for this rank may be requested in writing and will be conducted by the
Chief of Police, or his designee.

6.6.4 MILITARY EXCEPTION TO PROMOTION REQUIREMENT

Candidates currently on a Promotional Eligibility List, who are called to active military service for
at least 180 days or return within 90 days or less of the written test date in which they must
participate, will have their eligibility status “frozen” in place for the duration of their current
eligibility. They will, however, have to participate in future promotional testing to be eligible for
promotional consideration.

6.6.5 REFUSAL OF PROMOTIONAL APPOINTMENT

Any eligible candidate may decline a promotion from the Chief of Police at any time. There may
be extenuating circumstances including, but not limited to, personal and professional factors
which would preclude an officer from accepting a promotion.

6.6.6 DEMOTION

Candidates demoted at the conclusion of a disciplinary process may be reduced to any lesser
rank or classification at the discretion of the Chief of Police. Candidates who have been reduced
in rank or classification are eligible to test for the next successively higher rank or classification
in the next calendar year from the date of demotion if all other eligibility requirements outlined
herein are met.
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John Doe
123 Smith Street
Small Town, North Carolina 27248
(336) 123-4567

Greensboro Police Department Information
Joined Department, 1983
Promoted to Sergeant, 1988

Promoted to Lieutenant, 1991
Promoted to Captain, 1993

Past Assignments:
Patrol Officer, District Il and IV
Patrol Sergeant, District |
Administrative Sergeant, Staff Inspections Section
Executive Officer, Criminal Investigations Division
Administrative Assistant to Chief of Police
Commanding Officer, Administrative Services Division
Current Assignment:

Commanding Officer, Administrative Services Division
Immediate Supervisor-Deputy Chief-Bob Smith

Team Leader of the Greensboro Police Department Honor Guard Team since 1989
Departmental Training:

(Under this section, list only those schools that might apply to the particular
position applied for.)

Educational Information

Graduate, Appalachian State University, Boone, North Carolina, 1982, with a Bachelor of
Science Degree, Criminal Justice

Graduate, Watauga High School, Watauga County, North Carolina, 1978

Miscellaneous Information

Graduate of Administrative Officers Course, Southern Police Institute, University of Louisville,
Kentucky, 1992

Purple Heart, 1990



Graduate of FBI Academy Police Law Specialists Course, 1985
Member, City of Greensboro Safety and Accident Review Board

Certified police instructor through the North Carolina Criminal Justice Training and Standards
Commission
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The purpose of this directive is to establish the procedures to be used in the promotion
of non-sworn personnel. Areas included are the professional and legal requirements as
well as the administrative practices and procedures of the promotional process.

The vitality of the Department is maintained through the selection and promotion of
qualified personnel to positions of increased responsibility. It is the policy of the
Department to establish standards specifying conditions for the evaluation and
selection of candidates for promotion and advancing of those candidates qualified. The
promotional process is designed to ensure fairness, with minimum adverse impact, in
the selection of employees for promotion.

6.8.1 NONCOMPETITIVE PROMOTIONS REQUIREMENTS

Records Specialist II - For advancement to this position, the candidate must have
completed two years of service as a Records Specialist I and satisfactorily completed all
certification and training currently required for the position.

Senior Crime Scene Investigator - For advancement to this position, the candidate must
have completed a minimum of one year of service as a Crime Scene Investigator and
must have obtained International Association for Identification certification as a Crime
Scene Investigator (or its equivalent).

6.8.2 COMPETITIVE PROMOTION REQUIREMENTS

For promotion to one of the following positions, the candidate normally must have
completed a minimum of two years service in the type work group to be supervised, and
must possess any certifications required of the positions supervised:

« Any nonsworn “Lead” position

* Police Records Supervisor

« Comparable Positions

For promotion to one of the following positions, the candidate normally must have
completed a minimum of two years service in the type work group (or a comparable
work group) to be supervised, and must possess any certifications required of the
positions supervised (or obtain the certifications within six months of promotion):

« Forensic Team Supervisor

« Crime Scene Investigator Supervisor
« Police Evidence Supervisor

» CASE Processing Supervisor

e WOC/TRU Supervisor

« Comparable Positions
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For promotion to one of the following positions, the candidate normally must have
completed three years in a supervisory or administrative capacity:

e Police Records Administrator
e Director of Forensic Services
« Division of Information and Technology Operations Manager

6.8.3 PROCEDURES COMMON TO ALL COMPETITIVE NONSWORN SUPERVISORY
PROMOTIONS

When a nonsworn supervisory vacancy occurs, the affected Division
Commander/Director will advertise the position and the desired qualifications through
the Resource Management Division.

Personnel seeking promotion to a nonsworn supervisory position will submit a memo
and personal resume to the Resource Management Division. In the event applications
are accepted from outside the City workforce, normal procedures of the City Human
Resources Department will apply.

An oral interview/recommendation board, consisting of the affected Division
Commander/Director and at least two additional representatives, will interview each
candidate and compile a prioritized promotional eligibility list. In compiling the list, the
board will consider the results of the interview, a review of the candidate’s resume,
recommendations from past supervisors, the candidate’s active disciplinary record, and
the candidate's last two annual performance evaluations. This list will be submitted to
the Chief of Police for final selection.

Upon completion of any nonsworn promotion process, the affected Division
Commander/Director will compile a package including pertinent documents utilized in
the process (i.e.: copy of the advertisement, composition of the board, interview
questions, etc.) and submit the package to the Resource Management Division for file.

6.8.4 OTHER PROMOTIONAL PROVISIONS

The Chief of Police may approve alternate requirements or processes for promotion to
the positions addressed in this directive.

Promotions made under the provisions of this directive will be announced by a
Personnel Order from the Chief of Police.

Personnel promoted under the provisions of this Directive will serve a promotional
probationary period of six months.
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6.9.1 GENERAL POLICY

The Greensboro Police Department will utilize specialized assignments to complete specific tasks
and fulfill certain objectives requiring specialized and/or additional skills, knowledge, and
abilities.

6.9.2 SPECIALIZED ASSIGNMENTS DEFINED

The Department defines a specialized assignment as an assignment that may be characterized by
increased levels of responsibility and/or specialized training.

In conjunction with the annual budget process, the Resource Management Division, Fiscal
Management Section will prepare and distribute to the Department an annual listing of specialized
assignments.

6.9.3 NOTIFICATION OF SPECIALIZED ASSIGMENT OPENINGS

Specialized assignment openings will be advertised within the Department by the Resource
Management Division by means of written memorandum and/or email.

6.9.4 SELECTION FOR SPECIALIZED ASSIGNMENTS

Selection for specialized assignments will be based upon the skills, knowledge, and abilities
required for the position. Criteria used in the selection for these positions may include but are not
limited to formal education, experience, and any specialized skills as determined by the unit
requesting a specialized assignment.

6.9.5 ANNUAL REVIEW OF SPECIALIZED ASSIGNMENTS
Specialized assignments will be evaluated annually by the Staff Inspections Unit.

This evaluation will be conducted for the first three (3) years of the position’s existence to
determine if the position is achieving its intended purpose and if it is in the Department’s best
interest to continue the assignment. The review will include the following (1) a review of the initial
purpose of each assignment, (2) an evaluation of the initial problem that required the
implementation of the specialized assignment, (3) whether the original problem still exists and if it
does, would the purpose be best met by the continuation of the specialized assignment or by some
other existing general assignment.

If after the three (3) year evaluation period, the position is determined to be achieving its intended

purpose, it will be removed from the list of specialized assignments and for Departmental
purposes, become an established assignment within the Department.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



Py RNy Ry PRy Ry Ry Ry PRy PRy Ry PRy Ry Py

Chapter 7

T T T P P P N P PN P P P P P




TITLE: DISCIPLINE PHILOSOPHY
NUMBER 7.1

EFFECTIVE DATE: 02-23-2011 PAGE 1 OF 3

REVISION HISTORY: (Adopted 02-23-2011)

7.1.1 Discipline Philosophy

The public grants the police considerable authority to act on its behalf in the effort to create an
environment free of crime, drug abuse, violence and disorder. In most encounters with the public,
police employees utilize their authority in an appropriate manner, however, there are times when
citizens have legitimate questions concerning its application. Unfortunately, there are also times
when that authority has been abused. Therefore, it is critical that a system of discipline be
established that contributes to minimizing abuse of authority and promotes the department's
reputation for professionalism.

The most effective disciplinary system is one that combines the reinforcement of the right set of
prescribed values with clearly established behavioral standards. Each employee of the Greensboro
Police Department must understand and be guided by the standards that have been established
within departmental policies, rules, regulations and procedures. In police work, like many other
professions, it is not possible to anticipate every situation that may arise or to prescribe a specific
course of action in each scenario, therefore we expect all employees to exercise common sense and
good judgment.

When interacting with peer and members of the public, employees are expected to conduct
themselves in a manner that conveys our core values of honesty, integrity, respect, trust,
accountability and stewardship. In turn, our employees can expect to be treated fairly, honestly
and respectfully by all members of the department.

The department has an obligation to make its expectations as clear as possible to employees.
Furthermore, it has an equal obligation to ensure that the consequences for failing to meet these
expectations are clearly established. While both of these obligations are difficult to meet, the latter
is obviously more complex. There are often circumstances that may have contributed to errors of
judgment, or poor decisions, that need to be considered when determining the appropriate
consequences and/or the most effective form of corrective action.

The critical aspect in the application of discipline is consistency and fairness. For the Greensboro
Police Department, consistency is defined as holding everyone equally accountable for
unacceptable behavior and fairness is examining and understanding the circumstances that
contributed to the behavior; while applying the consequences in a way that reflects this
understanding. In order to ensure that employees are treated in a consistent and fair manner,
the application of consequences for behaviors that are not in keeping with the expectations of the
department will be based upon a balanced consideration of several factors.

A number of factors that are considered in the application of discipline are identified and
discussed below. All of these factors will not apply in every case. Some factors may not apply to
the particular set of circumstances. Also, there may be a tendency to isolate one factor and give it
greater importance than another. These factors should generally be thought of as being interactive
and having equal weight, unless there are particular circumstances associated with an incident
that would give a factor greater or lesser weight. The factors which will be considered in
disciplinary matters include the following.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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Employee Motivation: The police department exists to serve the public. One factor in examining an
employee's conduct will be whether or not the employee was operating in the public interest. An
employee, who violates a policy in an effort to accomplish a legitimate police purpose that
demonstrates an understanding of the broader public interest inherent in the situation, will be
given more positive consideration in the determination of consequences than one who was
motivated by personal interest. Obviously there will be difficulty from time to time in determining
what is in the public interest. For example, would it be acceptable for an employee to knowingly
violate an individual's First Amendment right to the freedom of speech to rid the public of what
some might call a nuisance? Or is it acceptable as being in the public interest to knowingly violate
a Fourth Amendment right against an unlawful search to arrest a dangerous criminal? Although it
would clearly not be acceptable in either case for an employee to knowingly violate a
Constitutional right, these are very complex issues that officers are asked to address. The police
have a sworn duty to uphold the Constitution. It is in the greater public interest to protect those
Constitutional guarantees in carrying out that responsibility even though it might be argued the
public interest was being better served in the individual case. But if an employee attempts to
devise an innovative, nontraditional solution for a persistent crime or service problem and
unintentionally runs afoul of minor procedures; the desire to encourage creativity in our efforts at
producing public safety will carry significant weight in dealing with any discipline that might
result.

The Degree of Harm: The degree of harm an error causes is an important aspect in deciding the
consequences of an employee's behavior. Harm can be measured in a variety of ways. It can be
measured in terms of the monetary cost to the department and community. An error that causes
significant damage to a vehicle for example could be examined in light of the repair costs. Harm
can also be measured in terms of the personal injury the error causes such as the consequences
of an unnecessary use of force. Another way in which harm can be measured is the impact of the
error on public confidence. An employee who engages in criminal behavior — selling drugs for
example -- could affect the public confidence in the police if the consequences do not send a clear
and unmistakable message that this behavior will not be tolerated.

Employee Experience and Training: The experience and training of the employee will be taken into
consideration as well. A relatively new employee or a more experienced employee in an unfamiliar
assignment will be given greater consideration when judgmental errors are made. In the same
vein, employees who make judgmental errors that would not be expected of one who has a
significant amount of experience or training may expect to receive more serious sanctions.

Intentional/Unintentional Errors: Employees will make errors that could be classified as
intentional and unintentional. An unintentional error is an action or decision that turns out to
be wrong, but at the time it was taken, seemed to be in compliance with policy and was the most
appropriate course of action based upon the information available. Unintentional errors also
include those momentary lapses of judgment or acts of carelessness that result in minimal harm
(for example, backing a police cruiser into a pole, failing to turn in a report, etc). Employees will be
held accountable for these errors but the consequences will be more corrective than punitive
unless the same errors persist.

An intentional error is an action or a decision that an employee makes that is known or should
be known to be in conflict with law, policy, procedures or rules at the time it is taken. Generally,
intentional errors will be treated more seriously and carry greater consequences. Within the
framework of intentional errors there are certain behaviors that are entirely inconsistent with the
responsibilities of police employees. These include lying, theft, or physical abuse of citizens and
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other equally serious breaches of the trust placed in members of the policing profession. The
nature of the police responsibility requires that police officers be truthful. It is recognized however,
that it is sometimes difficult to determine if one is being untruthful. The department will terminate
an employee's employment when it is clear the employee is intentionally engaging in an
effort to be untruthful. Every effort will also be made to separate individuals from the department
found to have engaged in theft or serious physical abuse of citizens.

Employee's Past Record: To the extent allowed by law and policy an employee's past record will
be taken into consideration in determining the consequences of a failure to meet the department's
expectations. An employee that continually makes errors can expect the consequences of this
behavior to become progressively more punitive. An employee that has a record of few or no errors
can expect less stringent consequences. Also, an employee whose past reflects hard work and
dedication to the community and department will be given every consideration in the
determination of any disciplinary action.

Following the careful consideration of all applicable factors in any disciplinary review, every effort
will be made to determine consequences that consistently and fairly fit each specific incident. The
rationale for disciplinary decisions will be explained as clearly as possible.

The Greensboro Police Department has a well established tradition of serving the community with
integrity and in a professional manner. It is among the finest police organizations in this nation.
To maintain that tradition and continue improving the quality of service the department provides
to the community, each and every employee must accept the responsibility for their role in
maintaining integrity, quality and high professional standards.
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7.2.1 GENERAL

It is the policy of the Greensboro Police Department to thoroughly investigate all credible
allegations of employee misconduct, including anonymous allegations, whether received
from a citizen or an employee of the Department. In addition, the Department conducts
administrative investigations into certain incidents due to the sensitivity and/or magnitude
of the incident, even when a citizen complaint is not received.

The purpose of this directive is to establish a procedure for addressing employee
misconduct in a uniform manner, to provide citizens with a fair and effective process for
receiving, investigating and adjudicating complaints against employees of the Department,
to protect all employees from false allegations, and to ensure that accused employees are
consistently treated fairly.

All employees of the Department both sworn and nonsworn, are subject to discipline under
the provisions of this directive. Generally, these investigations will be conducted
intradepartmentally, except as authorized by the Chief of Police. Additionally, City Policy
allows for certain allegations (i.e. complaints of sexual harassment, retaliation and hostile
work place) to be reported and investigated outside of departmental channels. Any
employee who violates the oath of office, the laws of the United States, the State of North
Carolina, or the City of Greensboro, or who violates any provisions of City Policy,
Department Rules, Directives, Special Orders, Standard Operating Procedures, or who
disobeys the lawful order of a supervisor, or who is incompetent in the performance of
duties, is subject to disciplinary action.

7.2.2 PROCEDURE

A. All credible allegations of employee misconduct and complaints against the Department
will be fully investigated and documented. The Professional Standards Division will
maintain all allegations of employee misconduct and completed investigations.

B. The Professional Standards Division is responsible for tracking all administrative
investigations conducted within the police department. Any supervisor who conducts
an administrative investigation of any type is required to contact the Administrative
Assistant for the Professional Standards Division within twenty-four (24) hours of
starting the investigation to obtain a Professional Standards Division identifying
number. This will apply to all administrative investigations except those originating
from the Professional Standards Division.

Notification can be made by telephone or by email and will include the following
information:

« Date the incident occurred

e Nature of the investigation

« If Citizen Complaint — complainants name

- If Use of Force — type of force used

« Officer(s) involved

e Supervisor responsible for the investigation
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A Professional Standards Division number will be provided to the supervisor conducting the
investigation. This number will be recorded on the upper right hand corner of the
administrative report cover sheet and will be used to assist Division Commanders with
managing their investigations as well as to provide timely information to the Chief of Police
related to the number and types of investigations occurring throughout the agency.

C. All allegations will be deemed credible unless the complainant has demonstrated a
history of filing allegations that are malicious or without merit and the allegation being
evaluated can be reasonably articulated to be malicious or without merit. In such
situations, the Professional Standards Division Commander will consult with the Chief
of Police for a decision to investigate the allegation. The Professional Standards
Division will retain a file for any such allegation and the articulable reasons for deeming

the complaint to be malicious or without merit.

D. Commanding Officers/Directors are responsible for maintaining confidentiality of all

internal investigations under their command.

E. All investigations of employee misconduct require review and disposition by the
employee’s chain of command, and review by the Professional Standards Division. The
Professional Standards Division will maintain all dispositions and discipline in the

employee’s personnel file.

F. When an employee’s continued presence at work would be a detriment to the efficiency
of the Department or to public safety, the Chief of Police or his designee may place an
employee on administrative leave with pay for a period not generally to exceed ten (10)
working days. Extensions to this duration require approval the Assistant City Manager
for Public Safety. Initial action may be taken prior to the employee being provided with
an opportunity to explain or justify his or her behavior. When such action is taken, the
employee shall be notified in writing and a copy of that notification shall be submitted
to the Resource Management Division for inclusion in the employee’s personnel record.

7.2.3 RECEIVING AND PROCESSING ALLEGATIONS OF EMPLOYEE
MISCONDUCT

A. Complaint Reception

1. Complaints will be accepted from any source, including by person, mail, email, or
telephone. Supervisors must make reasonable and diligent efforts to obtain all
current contact information (address both home and work and telephone numbers)

as well as a statement from any complaining party.

a. Every complaining party will be referred to a supervisor or to the Professional
Standards Division so that the complaint can be received. If the complaint is
received during mnormal business hours (Monday-Friday, 0800-1700),
supervisors will make reasonable and diligent efforts to contact the Professional
Standards Division to ensure the complaints are addressed in a timely matter.
If the complaint is received when the Professional Standards Division is not on
duty, the complaint information will be emailed to the Executive Officer and
Commanding Officer of the Professional Standards Division prior to the end of

the supervisor’s duty day.
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b. Without exception, every complaint, which if true would constitute a violation of
Department rules, must be thoroughly investigated. Alleged violations will be
investigated by a supervisor in an employee’s chain of command or by the
Professional Standards Division, as designated in Appendix B of this Directive.
The sole exception includes violations of Departmental Directive 1.5.36
“Harassment;” allegations of this nature will be investigated by the City of
Greensboro in compliance with City Policy H-7: Employee Security and City
Policy H-8: Sexual Harassment.

c. When the complainant’s address is known, the supervisor assigned to
investigate the complaint must complete the complaint acknowledgement form,
address and mail it to the complainant. A copy of that acknowledgement letter
shall be included within the employee’s personnel file.

2. Allegations of employee misconduct may be referred to the Professional Standards
Division during regular working hours.

3. Any allegation of employee misconduct serious enough to require immediate action,
such as suspension from duty, must be referred promptly to the Chief of Police or
his designee with the exception of situations requiring emergency relief from duty.
In such circumstances, a first level supervisor or higher may relieve an employee
from duty on an emergency basis when in the best interest of the department.
Following this action, that supervisor will immediately notify the Watch Commander
who will be responsible for notifying the Chief of Police.

4. The Professional Standards Division Commander reports directly to the Chief of
Police. On a monthly basis, the Professional Standards Division Commander will
review all complaint investigations with the Chief of Police.

B. Complaint Processing

1. Supervisors and commanders will make every effort to fully investigate and
adjudicate a complaint, including employee notification of complaint disposition,
within forty-five (45) days of its reception.

2. The Professional Standards Division will have the responsibility of investigating
external citizen complaints, regardless of the alleged allegation. In all other
circumstances, complaint allegations will be investigated by the responsible unit as
outlined in Appendix B of this Directive, unless otherwise directed by the Chief of
Police or the Professional Standards Division Commander.

3. Notifying Complainants of Case Status and Final Dispositions:

a. Supervisors and Commanders assigned to the complaint will ensure that the
complaining party and the accused employee are promptly notified, either
orally or in writing, of any delay that extends case adjudication beyond the
forty-five (45) day time period. Those communications will include the reason
for the delay and anticipated completion date.

b. Supervisors and Commanders will document all delay notifications by noting
the date/time and person notified, and the explanation for the delay. This
written documentation will be included within the employee’s personnel file.
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c. Supervisors and Commanders for the accused employee will ensure the
accused employee is notified in writing of complaint disposition and that the
signed acknowledgement is attached to the case file.

d. Professional Standards Division will notify all complainants in writing of the
complaint conclusion, ensuring that the notification is consistent with all
personnel privacy law provisions. Professional Standards Division will attach
the record to the employee’s personnel file.

A process flowchart is attached to this directive as Appendix B.

EMPLOYEE MISCONDUCT INTERVIEWS AND INVESTIGATIVE
PRACTICES

A. Responsibilities of an Interviewing Investigator

1.

Interviews will be conducted at a reasonable hour, based upon the urgency of the
investigation and the employee’s work schedule. Employees subject to an
administrative interview outside of scheduled duty hours will be given at least three
(3) hours notice prior to the interview, unless exigent circumstances necessitate
immediate involvement by the investigator.

The investigator will inform the employee interviewed of the name and rank of all
persons present during the interview, whether they join the interview in person or
via telephone.

The investigator will notify the employee’s supervisor when requesting an employee
to leave their assigned duties and/or area of assignment.

The investigator will inform the employee in writing of the nature of the allegations
or complaint against him or her. If a complaint/allegation is received against an
employee, said employee will be notified, in writing of the complaint/allegation
within ten (10) calendar days of receipt. This notification may be delayed
(postponed) if such notification would jeopardize an investigation into the
employee’s involvement in significant misconduct or criminal activity.

The investigator will permit the employee to have a reasonable rest period if the
interview should be unusually lengthy.

The investigator must not subject the employee to any offensive or abusive
language, deceptive interview questions, and should not threaten the employee with
dismissal or other disciplinary action.

The investigator will prepare a signed copy of the employee’s acknowledgment of
their administrative rights and responsibilities or recorded affirmation, and
maintain it with the complaint investigation file.

All interviews conducted by the Professional Standards Division will be recorded.
Upon the conclusion of the investigation, the employee being interviewed may
request a copy of his or her recorded statement. Any such request will be
accommodated in a reasonable time. Employees who elect to use their own
recording device during an interview must fully comply with City policy governing
the use of personal recorders.
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B. Employee participation in an interview

1.

The employee must truthfully answer all questions presented by the investigator
during the administrative investigation.

The employee is required to fully participate in the administrative investigation and
will be informed that refusal to answer questions in an administrative investigation
could lead to separate disciplinary action.

During the course of an interview for the purpose of an administrative investigation,
the employee being interviewed will not be allowed to have counsel present. The
employee is allowed to have a supervisor present, subject to the following:

a. If so selected, the supervisor present must not be one whom is directly
involved in the incident being investigated.

b. The supervisor shall not interfere with or complicate the interviewer’s efforts
to conduct and complete the investigation.

The employee will be informed in writing (or orally, if conducted via telephone and
the conversation recorded) that he or she has no constitutional right to refuse to
answer questions relating to the noted administrative investigation.

C. Criminal Investigations

Criminal investigations will not be conducted by the investigators assigned to the
Professional Standards Division. Any allegation involving violations of criminal law, or

an administrative investigation revealing such allegations, will be referred to the Chief
of Police or his designee for subsequent criminal investigation by the Criminal
Investigations Division or outside agency, if necessary. Any employee subject to a
criminal investigation will be afforded all applicable constitutional rights.

D. Polygraph Examinations

1.

A polygraph examination administered as a tool to assist in an administrative
investigation must be approved by the Chief of Police.

An employee subjected to an administrative investigation is required to submit to a
polygraph examination if such investigative tool is determined necessary for the
completion of the administrative investigation. If so required, an employee cannot
refuse to submit to the examination.

An employee subjected to an administrative investigation may themselves request a
polygraph examination. This request must also be approved by the Chief of Police.

Employees subjected to a polygraph examination as part of a criminal investigation
will have the right to refuse the examination. If the employee waives that right and
consents to the examination, he or she will be reminded that any information
received as a result of the examination can be used in both a criminal and
administrative action.

Pre-polygraph interview periods shall be focused and sufficiently brief to accomplish
the pre-polygraph interview objectives.
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E. Searches

1.

All property of the City of Greensboro is subject to inspection at anytime, without
inappropriate delay. This property includes: desks, lockers, storage spaces, rooms,
offices (on or off site), administered equipment, information systems (computers,
mobile devices, etc.), work areas, and vehicles.) City property may be searched to
retrieve any city property, or to determine the existence of any work related
misconduct, if there is reason to suspect such evidence to be present.

Private property may be stored in the above-mentioned areas; however, the
employee has no expectation of privacy in those areas.

Only employees acting in an official supervisory and/or internal investigative
capacity may be authorized to search or inspect said areas.

F. Other Investigative Methods

In the course of investigating employee misconduct, other investigative methods may be
necessary from time to time to help fully investigate and resolve such allegations. These
methods include, but are not limited to:

1.

7.2.5

Surveillance may be authorized by following an employee, utilizing GPS, computer
keystroke tracking and monitoring devices, or other electronic devices on
departmental equipment, if such surveillance may help reveal information directly
related to allegations of misconduct under investigation. Surveillance operations
will be managed by the Professional Standards Division and shall only occur under
the authorization of the Chief of Police.

The use of employee photographs and lineups may be permitted from time to time,
but any use of photographs or lineups must follow the same procedures that the
Department requires for criminal investigations, must be conducted solely by the
Professional Standards Division, and the process and photographs used must be
fully documented in the investigative case file.

Any utilization of blood-alcohol drug testing, medical or other laboratory
examinations in internal investigations will be in compliance with other
Departmental and City of Greensboro policies governing such testing.

Employees may be required to submit such personal records as financial
documents, telephone service records, handwriting samples or other documentation
relative to an administrative investigation.

The Chief of Police may request and utilize the assistance of another law
enforcement agency in investigating any allegation of employee misconduct.

CHAIN OF COMMAND REVIEW

A. A review of the complaint investigation will be conducted by the Chain of Command for
all complaints that are investigated by the Professional Standards Division.

1.

Those investigations completed by the Professional Standards Division (as indicated
in Appendix B) with less than a fair probability that employee misconduct occurred,
will be reviewed by the employee’s Bureau Commander, Division Commander and
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the Professional Standards Division Commander. These cases will be given a final
disposition of not sustained, exonerated, unfounded, or will be recommended for a
full Chain of Command Review Board or Independent Command Review Board.

Those investigations completed by the Professional Standards Division (as indicated
in Appendix B) that result in a fair probability that employee misconduct has
occurred will be heard by a Chain of Command Review Board or an Independent
Command Review Board, unless an employee has waived his or her right to a
hearing as outlined in Section 7.3.4.B, below.

Those investigations completed by the division (as indicated in Appendix B) with less
than a fair probability that employee misconduct occurred, will be reviewed by the
employee’s Division Commander. These cases will be given a final disposition of not-
sustained, exonerated or unfounded, or will be recommended for a division-level
Chain of Command Review.

Division-level investigations (as indicated in Appendix B) that result in a fair
probability that employee misconduct has occurred will be heard through a division-
level Chain of Command Review Board, unless an employee has waived his or her
right to a hearing as outlined in Section 7.3.5.B, or if the Division Commander
requested the Bureau Commander to convene a bureau-level Chain of Command
Review Board.

In cases where the accused employee is at the rank of lieutenant, captain or its
nonsworn equivalent the board will consist of two members of higher rank and will
be chaired by the highest ranking member. If the accused employee is a Deputy
Chief, the board will include the Chief of Police and Assistant City Manager for
Public Safety, and will be chaired by the Chief of Police.

Bureau-level disciplinary reviews will be conducted by Chain of Command Review
Boards (as outlined in Appendix B). These boards will be structured as follows:

Board Chair - Deputy Chief

Board Member - Captain

Board Member - Lieutenant

Board Member - Sergeant/First Line Supervisor
Board Member - Employee Peer (if elected)
Board Resource - PSD Representative

*For non-sworn employees, the “sworn equivalent” ranks will apply.

The Bureau-level Chain of Command Review Board will be subject to the following
conditions:

1.

An employee may request a hearing for any misconduct/complaint investigation;

An employee may waive his or her right to a hearing;

An employee’s chain of command may require a hearing for any
misconduct/complaint investigation;

The Chief of Police or his designee may convene Chain of Command or Independent

Command Review Boards in circumstances deemed appropriate;
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Through the Professional Standards Division, any employee accused of misconduct
that is adjudicated at the bureau level may request an Independent Command
Review Board to conduct a disciplinary hearing. In requesting an independent
chain of command, an employee must describe in writing the reasons that he or she
believes that the existing chain of command cannot render and adjudicate a fair
hearing. The Professional Standards Division will assess the reasonableness of the
supporting rationale and make a decision on the request. Because the maintenance
of organizational and individual discipline is among the highest priorities of the
Department, an independent chain of command review is an option under certain
reasonable and justifiable circumstances —it is not a guarantee upon request.

D. Peer member of the Chain of Command Review Board:

1.

For any level Chain of Command Review Board or an Independent Command Review

Board, the accused employee may elect to have a peer serve as a member of the
board.

Peer Selection Process:

a. The peer will be selected from a pool of all eligible employees in the accused
employee's job classification. If no pool of employees exists within the accused
employee’s job classification, a peer will be selected from a similar class of
employees.

b. The peer may not be a probationary employee, be involved in the case to be
heard, have disciplinary action pending, have disciplinary action taken against
him or her within the previous twenty-four (24) months, or be on suspension or
other leave.

c. The Professional Standards Division provides two randomly selected peer
employee names to the accused employee, who selects one or rejects both. If the
employee rejects both of these peer names, the Professional Standards Division
will provide two more names for the employee to select one. The employee must
select one of the two names, defer the choice to the Professional Standards
Division Commander or waive his or her right to a peer.

d. The Professional Standards Division Commander may require the replacement of
any peer for just cause.

E. The presence of an employee’s counsel during the review is not permitted.

F. Division-level Chain of Command Review Boards will be structured as follows:

Board Chair - Captain
Board Member - Sergeant / First Line Supervisor

*For non-sworn employees, the “sworn equivalent” ranks will apply.

G. The Division-level Chain of Command Review Board will be subject to the following
conditions:

1.

An employee may request a hearing for any misconduct/complaint investigation;

2. An employee may waive his or her right to a hearing;
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An employee’s chain of command may require a hearing for any
misconduct/complaint investigation;

The presence of an employee’s counsel at this hearing is not permitted;

A peer is not permitted.

ADJUDICATION OF ALLEGATIONS OF EMPLOYEE MISCONDUCT

A. Chain of command review processes shall be conducted in a manner that renders
sufficient information about the events and an employee’s actions to fully adjudicate the
case and effectively apply the Department’s Disciplinary Philosophy where any result is
a sustained violation. To provide this fairness and to prevent undue influence of lower
ranking members of any level Chain of Command or Independent Review Board, the
following procedures shall be adhered to:

1.

All questioning of witnesses and an accused employee shall begin with the lowest
ranking member of the board and end with the chair of the board.

Adjudication decisions shall begin with the lowest ranking member of the board and
end with the chair of the board.

In cases of sustained misconduct, a review of each and all elements of the
disciplinary process will occur with each voting member of the chain of command
board. Members will vocalize aggravating and mitigating factors prior to
recommending a disciplinary result.  This process shall begin with the lowest
ranking member of the board and end with the chair of the board.

In bureau-level boards, the Professional Standards Division shall be represented,
but will serve only as a resource to the board and overall process manager. Such
representatives may question witnesses and the accused employee, but are not
considered voting members in applying a disposition or discipline. Professional
Standards may request recess conferences with the board chair for purposes of
addressing process management issues, inconsistent adjudication or to discuss a
disciplinary result that is unusually light or harsh.

B. Each allegation of employee misconduct must be adjudicated in one of the following
ways:

1. Sustained: The allegation is supported by sufficient evidence to indicate that the
allegation is true.

2. Not Sustained: There is insufficient evidence to either prove or disprove the
allegation.

3. Exonerated: The complaint or allegation occurred, but the investigation
revealed that the employee’s actions were justified, lawful and proper.

4. Unfounded: The allegation is false or the facts show that the accused employee
could not have committed the violation.

C. The accused employee will be notified in writing of the final disposition and any
corrective action. This written notification will be presented within five (5) consecutive
calendar days and the notification form will be placed into the investigative case file and
a copy provided to the Resource Management Bureau for inclusion in the employee’s
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personnel file, and the employee will have the opportunity to read, sign, and date the

document prior to its inclusion.

D. The employee may attach a reply to any adverse disposition. The reply will be included
in the investigative case file and the employee’s personnel file.

E. Supervisors must ensure that any sustained complaint and related counseling or
reprimand be documented in the employee’s current annual performance appraisal.

F. Should the completed investigation result in employment termination, that employee

will be provided the following information in writing:

1. A written statement citing the reason for the action.

2. The effective date of employment termination.

3. Referral to the Resource Management Bureau to begin all Departmental and City
Human Resources related separation processes.

G. All reports resulting from an investigation of an employee, including any disciplinary
actions taken, may be provided to the Assistant City Manager for Public Safety or the
City Manager if he/she makes such a request, or if the Chief of Police feels that either
Manager should be apprised of an investigation.

7.2.7 CORRECTIVE ACTION GUIDELINES FOR SUSTAINED ALLEGATIONS OF

MISCONDUCT

A. Any internal investigation that results in a “sustained” disposition requires appropriate
disciplinary action by the Chief of Police or authorized designee. All disciplinary
decisions will be guided by the Department’s Disciplinary Philosophy.

B. All records of training, counseling and/or reprimand, which are a result of a complaint
investigation, shall be incorporated as an attachment within the respective incident
case file.  These documents must be attached prior to forwarding the file to the

Professional Standards Division.

7.2.8 POSSIBLE PENALTIES

A. Employees holding the rank of Chief of Police, Deputy Chief, Captain, or their respective
non-sworn equivalents may impose the following disciplinary penalties against an

employee of the Department:

Discipline Chief of Police | Deputy | _Captain
Chief
Written reprimand X X X
Suspension from duty X X
Demotion in rank X
Employment termination X
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B. It may be determined that while an employee’s actions resulted in an infraction of
controlling regulations, the infraction is not severe enough to rise to the level of a
written reprimand or other disciplinary action. In such a case, an appropriate
alternative to disciplinary action may be counseling or retraining, either of which
should be directed toward improving employee performance through positive and
constructive means.

C. First line supervisors and higher may administer counseling where deemed appropriate.
Counseling alone will not be considered a penalty and does not constitute formal
disciplinary action but is designed to assist the employee in correcting unacceptable
conduct.

D. A written reprimand is defined as a corrective action whereby a supervisor provides
written notice to an employee that his behavior and/or performance is unacceptable.

E. Employees are prohibited from engaging in law-enforcement related secondary
employment while on suspension from the department.

7.2.9 APPEALS OF DISCIPLINARY ACTION

A. Employees who have completed their probationary period have the right to appeal any
suspension or employment termination in accordance with the following procedures:

1. An employee may appeal disciplinary action. The employee will be allowed ten (10)
consecutive calendar days to prepare and submit a formal written appeal in
memorandum form, stating the specific grounds or reasons for the appeal. Appeals
will be delivered to the authority to whom the employee is appealing and a copy
provided to the Professional Standards Division.

2. Appeals of division-level imposed discipline shall be reviewed and decided by the
bureau-level commander.

3. Appeals of bureau-level imposed discipline shall be reviewed and decided by the
Chief of Police. Written reprimands and suspensions of ten (10) days or less may
only be appealed to the next higher level of rank above the supervisor imposing the
discipline.

4. The Bureau-level Commander or Chief of Police will respond in writing to an
employee’s appeal of disciplinary action within ten (10) consecutive calendar days of
receipt of the written appeal.

S. Upon notification of the Police Chief’s disposition and if that disposition includes a
suspension greater than ten (10) days or demotion, the employee may appeal to the
Assistant City Manager for Public Safety. Any appeal to the Assistant City Manager
for Public Safety must be made within ten (10) consecutive calendar days from the
date the employee has been notified of the disposition from the Chief of Police. The
decision of the Assistant City Manager for Public Safety is final.

6. Any decision of employment termination by a Chain of Command Review Board will
have been made in consultation with the Chief of Police. As a result, the Chief of
Police shall not be a point of appeal in such cases. Where employment termination
is the corrective action, the employee may appeal to the City Manager. This appeal
must be made within ten (10) consecutive calendar days from the date the employee
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has been notified of his or her employment termination. The decision of the City
Manager is final.

B. Upon receipt of the employee’s notice of appeal and the completed administrative
investigation, the Professional Standards Division will contact the affected employee.

7.2.10 RELEASE OF EMPLOYEE INFORMATION IN ADMINISTRATIVE
DISCIPLINARY ACTION

Administrative disciplinary action that would be identified with any individual employee
may not be released to the public or other parties except as provided by N.C.G.S. 160A-168.
An employee may have access to his or her personnel file in accordance with the provisions
set forth in N.C.G.S. 160A-168(c) — (c1).
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7.3.1 PURPOSE OF THE PROGRAM

The law enforcement profession and the community demand that members maintain the highest
ethical standards and integrity possible. The responsibility of maintaining the integrity and
professional standards of the Greensboro Police Department is vested in all members of the
Department. An integral strategy in achieving and maintaining these standards will be the
continuous development of personal and organizational integrity through the Professional
Standards Program. Many actions taken by members of the Department require that an
administrative review be conducted to ensure compliance with organizational standards. An
essential element of an effective integrity management system is the early identification of
conduct, which does not meet these standards.

The purpose of the Professional Standards Program is to provide the Department with a procedure
to identify and monitor actions taken by members which require administrative reports and
investigations, in addition to behavioral observations, to ensure compliance by members with
Departmental Directives and Procedures. The Professional Standards Program offers a non-
disciplinary avenue to address problems/ deficiencies (if found), as early as possible, realizing the
affected member may not be aware of the problem.

A comprehensive review of member’s actions, as necessitated through this program, will ensure
that members maintain the highest professional and ethical standards essential to the functioning
of the Department. The Professional Standards Program is a method to serve the members of the
Department in a proactive manner, assisting them in the maintenance of the high level of conduct
and performance, each member, as well as the Department expects. Actions described herein and
taken by the Department are intended to be a positive effort to this goal.

The Professional Standards Program is divided into three (3) distinct areas:

« Identification
e Analysis and Review
» Participation and Review

7.3.2 EMPLOYEE IDENTIFICATION PROCESS

The Professional Standards Program employee identification process is dependent upon
recognition of program candidates through the following three (3) methods:

« Data scanning by the Professional Standards Division: Under this process, employee statistical
activity data is reviewed each month for mandatory program analysis referral indicators.
Division Commanding Officers/Directors will be notified if an employee under their command
has been identified.

« Supervisory Assessment: Any supervisor who identifies negative behavior patterns in an
employee should request the Professional Standards Program analysis through the chain of

command.

« Chief of Police: At the direction of the Chief of Police, or his designee, an employee can be
included in the Professional Standards Program.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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7.3.3 BEHAVIORAL ALERT INDICATORS

The following performance data, although not all-inclusive, may indicate a candidate employee for
the Professional Standards Program.

 Excessive absenteeism

» A significant reduction in work performance
e Sudden unusual behavior

e Indications of substance abuse

e Supervisory problems, i.e. previous attempts through performance review and discipline have
had little, if any, effect on resolving the undesired behavior

7.3.4 MANDATORY PROGRAM REFERRAL

The following are examples, although not all inclusive, which require mandatory referral to the
Professional Standards Program for the completion of an Employee Analysis Report:

» Three (3) or more Citizen Complaints/Administrative Investigations within a twelve (12) month
period.

e Three (3) or more Citizen Inquiries within a twelve (12) month period.

« Five (5) or more Uses of Force within a twelve (12) month period.

e Three (3) or more Injuries to Prisoners within a twelve (12) month period.

» Three (3) or more Motor Vehicle Accidents within a twelve (12) month period.
» Five (5) or more Police Vehicle Pursuits within a twelve (12) month period.

e Any discernible pattern of repeated similar complaints, regardless of finding, against an
employee.

 Sustained complaint of excessive use of force.

« Evidence of substance abuse (i.e. odor of alcohol, sudden change in behavior, etc.).

7.3.5 EMPLOYEE REVIEW

When an employee has been identified through the Employee Identification Process, an Employee
Analysis Report will be completed. A Professional Standards Division Investigator will be assigned
to prepare an Employee Analysis Report of the employee’s career history with the Department.
Once completed, copies of the report will be forwarded to the affected employee’s chain of

command and the Commanding Officer of the Resource Management Division. If the
identification is determined by supervisory review rather than data analysis, the appropriate

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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supervisor should forward a memorandum to the Commanding Officer of the Professional
Standards Division through the affected employee’s chain of command that the employee has
been identified for review.

The Employee Analysis Report will include a review of numerous factors involved in the
employee’s total history with the Department. This analysis will include, but will not be limited to:

« Assignments (ascertain if unusual movement has occurred)
« All complaints

< All disciplinary actions

* Motor vehicle accidents

* On-duty injuries

« Commendations

* Supervisor interviews (within the past five (5) years)

e Productivity levels prior to and during the identified problem period
e Performance appraisals

« Use of force synopsis

e Vehicle pursuits

« Absentee history

Upon completion of the analysis report, the Professional Standards Division Investigator will
forward the report to the Commanding Officer of the Professional Standards Division, who upon
receipt, will review the report and within ten (10) business days, will convene a meeting of the
following personnel to establish a Professional Standards Program Review Group:

e« Bureau Commander of the affected member

» Division Commanding Officer /Director of the affected member
< Division Executive Officer of the affected member

» Commanding Officer, Resource Management Division

e Commanding Officer, Professional Standards Division

* Affected members current supervisor

* Professional Standards Division Supervisor/Investigator

[At least four (4) of the seven (7) group members must be present for a quorum)]

If the employee’s chain of command determines that there is insufficient need to convene a
Professional Standards Program Review Group, the employee’s Bureau Commanding Officer will
be responsible for ensuring a memorandum is prepared and forwarded to the Commanding Officer
of the Professional Standards Division documenting this decision. If the Commanding Officer of
the Professional Standards Division concurs with this request, the Professional Standards
Program Review Group meeting will be cancelled and the memorandum will serve as closure for
that review. If the Commanding Officer of the Professional Standards Division and the affected
Bureau Commander disagree as to the need of meeting, the decision will be made by the Chief of
Police.

In situations in which a Professional Standards Program Review Group is convened, it shall
provide input into a Plan of Action to be developed by the affected member’s chain of command.
The Professional Standards Division will document the names of the members of the Review
Group present for the meeting and their decision.
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7.3.6 PLAN OF ACTION

The plan should be flexible to permit modification if necessary. Significant progress may dictate a
relaxation of the plan while continued problems may require additional measures be implemented.
The Plan of Action, when determined, will be forwarded in writing to the Chief of Police for
approval. Upon approval, the plan becomes a direct order from the Chief of Police to the affected
member and supervisors in the member’s chain of command. The original Plan of Action will then
be forwarded to the Professional Standards Division to be filed.

The Plan of Action will include, but not be limited to:

e A statement advising the member that he/she is assigned to the Professional Standards
Program, and that participation in this program is mandatory for a minimum period of six (6)
months.

» A synopsis of the behaviors identified that are affecting the performance of the required duties
as a member.

« Notice that participation in this program will not mitigate any other disciplinary action
resulting from his/her employment (future complaints will be processed as normal). Should
further negative action occur during the program, necessary disciplinary action will be taken.

» Specific actions required of the employee, the employee’s immediate supervisor, and Division
Commanding Officer /Director during the program.

Recommendations stemming from the Plan of Action may include but are not limited to the
following:

+ Retraining of the member in the affected area of concern or unacceptable behavior.
* Referral to the Department’s Psychological Assessment Program.

* Referral to the Peer Support Team.

e Transfer from their present assignment to another division.

» Assignment of a Mentor.

All Plans of Action are in effect for a period of six (6) months from the date of approval by the Chief
of Police. @ The affected employee’s immediate supervisor will closely monitor the employee’s
progress and on at least a monthly basis, the employee and the employee’s immediate supervisor
will meet to discuss the employee’s progress. Following this meeting, the supervisor will prepare a
monthly status report regarding the employee’s progress, in memorandum format, directed to the
Division Commanding Officer/Director. The employee will sign and date the original report to
indicate that the information contained in the status report was discussed with him. The
employee’s signature, however, does not indicate that the employee necessarily agrees with the
information contained in the report. A copy of the report will be given to the employee and the
original report will be
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submitted to the Division Commander/Director, who in turn, will forward the report through the
chain of command to be filed in the Professional Standards Division.

At the end of the six (6) month period, the immediate supervisor of the member will complete a
final progress report with a final recommendation and forward it through the chain of command
to the filed in the Professional Standards Division. The recommendation may be a declaration of
successful completion, extension of the program, referral for additional assistance or any other
action deemed necessary by the Review Group.

If the recommendation is a declaration of successful completion of the program and concurred
with by the chain of command, no further action is necessary. If the recommendation is not a
declaration of successful completion of the program, an assessment meeting will be held with the
member, his chain of command, and remaining members of the Professional Standards Program
Review Group. The Chief of Police will have the responsibility of reviewing the final progress
report and recommendation prepared by the member’s immediate supervisor and will make all
final decisions.

7.3.7 Annual Program Evaluation

The Commanding Officer of the Professional Standards Division will conduct a documented
annual evaluation of the Professional Standards Program on a calendar year basis.
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8.1.1 DEFINITION OF PHYSICAL FITNESS

Satisfactory physical fithess is defined as the ability to carry out daily tasks effectively and meet
task-related emergencies without undue fatigue or injury.

8.1.2 GENERAL HEALTH EXPECTATIONS OF DEPARTMENTAL PERSONNEL

Employees must maintain a satisfactory level of general health and physical fithess so that they
can perform their assigned duties efficiently and without personnel shortages caused by excessive
sick or injury leave. A satisfactory level of health and fithess must also be maintained for the
successful completion of all tasks within the realm of the employee’s job assignment.

Each employee should accept as a personal responsibility the duty to maintain a satisfactory level
of health and fithess. Employees should recognize that day-to-day activities may not be of
sufficient physical intensity to maintain a satisfactory level of health and fitness and should avail
themselves of fithess programs beyond their daily environment.

8.1.3 DEPARTMENTALLY FUNDED FITNESS SERVICES

To encourage employees to maintain an acceptable level of fitness, the Department will be
responsible for providing certain fitness services at no cost to full-time employees. These services
are as follows:

< The agency will provide Fitness Center(s) at or near each Police Facility, accessible to all
police employees 24 hours a day.

< An annual physical assessment will be offered to personnel during In-Service Training at
no cost to the individual. This assessment will be conducted by properly trained
personnel. Additionally, assessors will develop and adhere to medical thresholds
established by the City Medical Staff, where members should discontinue the assessment,
or be referred to City Medical for additional follow-up, based on assessment data.

< An assessment data sheet (fitness profile) of the physiological makeup of the individual's
body fat content, lean body mass, etc., and testing results will be provided to each
participant to evaluate physical capabilities including cardiovascular, strength, and
flexibility during the annual assessment.

« Development of a fithess improvement program, referral to a physician for medical
problems, and other referrals to health professionals will be made where appropriate
during assessments.

< A psychological reexamination will be available for each employee every six years. The
psychologist under contract with the Police Department will conduct the testing.
Personnel desiring this reexamination should make request to the Commanding Officer of
the Training Division in memo format.
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« A Physical Fitness, Health and Nutrition Trainer will be made available to each employee
annually. This trainer will be certified by the North Carolina Criminal Justice and Training
Standards Commission as a Physical Fitness Instructor and will assist in the development
of fitness planning and programming specific to the employee’s needs. Employees desiring
this service must make request by memo to the Commanding Officer of the Training
Division who will make arrangements for the consultation at no cost to the employee.

« Physical examinations mandated for Departmental purposes will be provided at no cost to
affected agency employees. Examples of this include, but are not limited to, physical
examinations for special team assignments, health screenings for firearms instructors, and
“for-cause” examinations approved by the Chief of Police.
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8.2.1 GENERAL INFORMATION

Due to the critical mission of law enforcement in society and the reliance by citizens upon this
Department for law enforcement, general safety, and protection, it is a goal of the Greensboro
Police Department to assure the continued psychological fithess of its employees.

This Directive provides a process for mandatory psychological review of employees involved in a
use of force incident or other action which results in death or serious physical injury, and in
situations where an employee's job performance or actions are detrimental to the Department's
mission and cause the employee's psychological fitness for duty to be in question. Through this
process, the member's level of psychological fithess is determined and assistance made available,
as necessary, to facilitate the employee's return to psychological fitness.

8.2.2 CRITERIA FOR ASSESSMENT

An employee is considered to be psychologically fit for duty when he can:

- Exercise independent judgment

« Recognize parameters of authority

» Function effectively within the rules, guidelines, and policies of the Department

The following are examples, although not all inclusive, of circumstances in which an employee's
psychological fitness for duty may warrant examination:

e Critical Incident Stress
 Substance abuse (alcohol, other drugs)
 Unusual behavior

e Supervisory problems, i.e., previous attempts through performance review and discipline have
had little, if any, affect on resolving the undesired behavior

+ Excessive use of sick leave or of Workmen's Compensation claims

If an employee is involved in a use of force incident or other action which results in death or
serious physical injury, he will be immediately reassigned to the Resource Management Division.
The Commanding Officer of the Resource Management Division will ensure the employee is
temporarily assigned to an administrative position. The Commanding Officer of the Resource
Management Division is responsible for scheduling a post-critical incident evaluation for the
employee with the Department psychologist at the earliest available date following the
incident/action. The employee will attend and participate in this mandatory assessment. Any
fitness for duty concerns will be resolved by the Department psychologist.
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Questions of duty status involving other critical incident situations will be evaluated in relation to
the aforementioned criteria and a determination made regarding the need for psychological
assessment based upon the individual circumstances of the incident.

8.2.3 REFERRAL

If, in the opinion of a supervisor, an employee's immediate action(s) or an accumulation of
previous actions indicates a question of psychological fitness for duty, the supervisor will consult
the employee's Division Commanding Officer.

The Commanding Officer will evaluate the situation based upon the circumstances surrounding
the incident and make a determination concerning the member's duty status.

The employee's Division Commanding Officer, with the concurrence of the affected Bureau
Commander and initiated through the Resource Management Division, will consult with the
Department psychologist and determine the appropriateness of a psychological fitness for duty
assessment.

If a psychological fitness for duty assessment is deemed appropriate, it will be coordinated
through the Resource Management Division and the employee will be advised of the specific
circumstances that prompted the action, and the appointment date, time, and location for the
meeting with the Department's psychologist. The employee is required to attend, and participate
in this meeting. The Department will be responsible for costs of the initial fithess for duty
interview/testing and any required follow-up with the Department's psychologist. The employee
will be responsible for additional treatment required by other than the Department psychologist.

If an employee is referred for a psychological fithess for duty assessment as a result of an action(s)
which may result in disciplinary action against the employee, such disciplinary action will be
delayed pending assessment and recommendation by the Department psychologist.

8.2.4 EMPLOYEERESPONSIBILITY

During evaluation and subsequent treatment, if deemed necessary, the employee will truthfully
answer all questions directed to him and provide complete information and documents deemed
necessary by the Department psychologist or any outside consultant to whom the member is
referred. The employee will submit to all examinations deemed advisable by the Department
psychologist or outside consultant and allow the Department access to records and reports that
may be prepared or generated by the Department psychologist or outside consultant. In addition,
the Department psychologist may interview Departmental personnel and other persons with
knowledge of the employee's behavior.

8.2.5 PSYCHOLOGIST RESPONSIBILITY

The Department psychologist will, based upon his professional assessment of the employee's
psychological fithess, render a written report to the Chief of Police which will include one of the
following recommendations:

« Employee returned to full duty unconditionally or with treatment recommended.

« Employee returned to full duty conditional upon treatment.
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« Employee returned to limited duty and referred for treatment.
= Employee declared unfit for duty and referred for treatment.

If, during the employee's initial assessment by the Department psychologist, it is deemed
necessary for the employee to be referred for treatment, the Chief of Police will issue a Personnel
Order directing the employee to attend and successfully complete a therapeutic or counseling
program approved by the Department psychologist. Failure to attend and successfully complete
the program will be considered in the determination of any subsequent personnel action.

The Department psychologist will assist the employee in arranging for outside treatment.
Employees will be referred to only licensed psychiatrists or clinical psychologists.

In situations where outside referral is necessary, there will be extensive communications between
the Department psychologist and the employee's therapist in relation to the employee's
psychological fithess for duty. These communications will include, but are not limited to,
pertinent information such as:

« Is the employee attending scheduled appointments?
« Is the employee making reasonable progressin his treatment?

< Has anything occurred which would cause the therapist to reassess the employee's duty
status?

Evaluation results, opinions, and recommendations made by an outside consultant will be
forwarded to the Department psychologist in writing. The Department psychologist will interpret
the results and contact the directing authority. The directing authority, upon advice of the
Department psychologist, may initiate appropriate personnel action predicated on the
recommendations.

Communications between the affected employee and the Department psychologist or outside

consultant(s), test results, written opinions, recommendations, notes, reports, and actions taken
are not privileged and become a permanent part of the employee's Departmental file.
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8.3.1 INITIAL TREATMENT AND REPORTING

The Greensboro Police Department is committed to providing prompt care for employees who are
victims of sudden illness or injury. Employees must immediately notify their Supervisor as soon
as they realize they have sustained an injury or illness and believe that the injury/illness is work
related.

If the injury or illness is life threatening; call 911 or request immediate assistance via Police radio.

If the injury or illness is non-life threatening; provide appropriate first aid care and seek further
medical attention as needed. If further medical attention is needed, and the treatment is needed
during “normal” business hours, the employee must respond to:

« City Medical Services Center

* 401 Patton Avenue

» 336-373-2412 & fax 336-373-2587

e Monday - Friday, 7:00 AM to 11:30 AM - 1:00 PM to 4:30 PM. Note: Employees injured
between the hours of 11:30 AM to 1:00 PM should go to Cone Health Urgent Care Center,
1123 N. Church Street.

If the injury or illness is non-life threatening; provide appropriate first aid care and seek further
medical attention as needed. If further medical attention is needed, and the treatment is needed
after “normal” business hours, the employee may respond to:

 Cone Health Urgent Care Center

e 1123 N. Church St.

- 336-832-4400

e Monday - Friday 8:00 AM to 8:00 PM; Saturday & Sunday 9:00 AM to 7:00 PM.

 MedCenter High Point
+ 2630 Willard Dairy Rd.
- 336-884-3777

« Open 24/7

e Urgent Medical and Family Care

« 102 Pomona Dr.

« 336-299-0000

 Monday - Thursday 8:00 AM to 9:00 PM; Friday - Sunday 8:00 AM to 6:00 PM.

Employees may respond to any hospital emergency room outside of the operating hours for these
urgent care facilities. Employees will advise attending medical personnel that the injury/illness is
work related.

If the injury or illness involves a suspected exposure to blood borne pathogens; provide
appropriate first aid care and immediately respond Cone Hospital or Wesley Long Hospital. Refer
to Departmental Directive 8.6 for specific procedures to follow.
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All medical treatment (other than minor first aid treatment) that is provided by a physician or
medical facility OTHER than the City’s Medical Services Division, must be reported both to the
Resource Management Division and to the Medical Services staff the next business day, either in
person or by phone. Should the employee be incapable of reporting his injury/illness, his
supervisor is responsible for making the above notifications.

The following information is needed:

» Name of the injured employee.

= Address of the injured employee.

e Location of accident or incident.

» Date and time of accident.

« Estimated time loss from the job due to this incident or injury.
- Exact extent of the injuries.

- Treatment received; e.g., x-rays, tetanus, etc.

« Attending physician/Treatment Facility

e Short summary of the incident that brought about the injury or treatment.

8.3.2 SUPERVISOR’S RESPONSIBLITIES

Ensure the employee receives appropriate and immediate medical attention. For minor injuries,
the supervisor may administer first aid at the scene and then transport the employee to the
Medical Services Division, 401 Patton Avenue, for an assessment before the employee or
supervisor leaves work.

Complete a “Medical Services Authorization Form” for the employee’s injury/illness and give it to
the Medical Services staff. The nurse will use this information and their assessment of the

injury/illness to determine whether the employee needs referral for additional treatment. Copies
of the “Medical Services Authorization Form” can be obtained from the Medical Services Division.

Complete an investigation of the injury/illness utilizing the “Supervisor’s Injury Investigation
Report Form”, available on the GPDNET. This form will be completed and forwarded immediately
to the Resource Management Division following the injury. The Supervisor must also complete
the appropriate documentation of the incident in IACMS.

Supervisors are responsible for contacting the Benefits Assistant within the Resource
Management Division and providing required information for the completion of the North Carolina
Industrial Commission’s Form 19. The North Carolina Industrial Commaission requires a Form 19
be completed and sent to them within five (5) working days of the date the injury or illness is
reported to a supervisor.
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For injuries requiring medical follow-up appointments, such appointments will be made with the
City Physician. Each follow-up appointment will require the completion of a “Medical Services
Authorization Form”.

Personnel returning to work on a Limited Duty or Full Duty status, after having missed work as a
result of being injured, must be cleared for such duty by the City Physician and must notify the
Resource Management Division of such clearance.

8.3.3 EMPLOYEE’S RESPONSIBILTIES

The employee is responsible for completing an “Employee Injury Report Form”, and the
“Greensboro Police/Fire Department Blood Borne and Airborne Pathogen Exposure Report Form”
(if applicable). Both of these forms are available on the Police Shared Folder. The employee
seeking medical treatment or reporting an injury will cooperate fully by providing the necessary
information to supervisors, physicians, medical services personnel, hospital personnel,
counselors, and others in order to complete any reports, forms, etc.
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This Directive establishes guidelines for the Peer Support Program and Team. The
program goal is to provide all employees with an opportunity for peer support during
times of personal or professional crisis.

8.4.1 OBJECTIVES

The objectives of the Peer Support Program are to:

. help employees through a temporary crisis

. promote an atmosphere of support and trust among employees

. promote an awareness of the self-help alternatives available to employees

. provide trained personnel who can assist in problem resolution before a point of
crisis is reached

. develop an additional system of referral for appropriate professional care

. develop a readily accessible network of employees trained to be of service to their

fellow employees
8.4.2 ORGANIZATION

The Peer Support Program is a personnel-oriented support activity and is administered
by the Training Division.

One of the most important responsibilities of a Peer Support Team member is the
promotion of trust, anonymity, and confidentiality for employees who seek assistance.
Communication between a team member and an employee is considered privileged by
the Department, except for those matters which involve violations of the law or
Departmental misconduct. All Peer Support Team members must comply with
directives concerning the duty to report violations of laws, rules, or directives. All Peer
Support Team members will maintain confidentiality in compliance with NCGS 8-53.10.

Peer Support Team training is conducted under the direction of a licensed psychologist
contracted by the Department. Each team member is required to attend training
meetings. The Department psychologist maintains a working relationship with each
member of the team. He is also in charge of handling all clinical matters concerning the
Peer Support Program.

The Commanding Officer of the Training Division will conduct periodic program
evaluations to ensure that the Peer Support Program continues to address agency
needs.

8.4.3 ELIGIBILITY
Team members may be selected from all ranks of sworn and non-sworn personnel of the

Greensboro Police Department and Guilford Metro 911. Applicants must have: (1) a
minimum of two years experience with their respective Department; (2) a good work




TITLE: PEER SUPPORT PROGRAM AND TEAM NUMBER 8.4

PAGE 2 OF 3

record; and (3) psychological suitability to serve as a counselor, as determined by the
Department's psychologist.

8.4.4 APPLICATION & SELECTION

In order to fulfill the objectives of the Team, an effort will be made to maintain members
in a variety of sworn and non-sworn units throughout the Department. The need to
add members will be determined periodically by the Commanding Officer of the Training
Division, with input from Team Leader and the program psychologist.

Eligible employees may apply for team membership by completing a Peer Support
application, and forwarding same through channels for supervisory comment &
recommendation to the Commanding Officer of the Resource Management Division.

A Board of Peer Support Team members will conduct an interview of qualified
applicants.

Recommended applicants will be scheduled for psychological evaluation. The program
psychologist’s recommendation will be forwarded to the Resource Management Division.
The names of applicants recommended by the Peer Support Team and the program
psychologist will be submitted to the Commanding Officer of the Training Division, and
then to the Chief of Police. Final appointment to the Team will be made by the Chief of
Police.

8.4.5 CALL-OUT PROCEDURE

Peer Support services may be rendered by a self-initiated request of an employee,
referral by the employee's commanding officer, or referral by the Department's
consulting psychologist.

The Peer Support Team will be contacted when:
- when an employee's actions result in death or critical injury to any person,
< when an employee is otherwise directly involved in a traumatic incident or,
< when an employee is involved in a non traumatic incident which could effect
their job performance.

The employee's supervisor, the incident commander, or other appropriate authority will
contact the Watch Operations Center, the Peer Support Team Leader, or the
Commanding Officer of the Training Division to arrange for a team member to be
available to the affected employee.

Team members will ensure their presence and assistance to an employee in no way
impedes or interferes with any investigative or administrative process. As warranted,
the team member may contact the consulting psychologist for advice.
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Debriefing sessions after a critical incident will be conducted by the Peer Support Team
in accordance with the training and guidelines established by the Department’s

consulting psychologist.
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8.5.1 DEPARTMENTAL SAFETY PROGRAM PHILOSOPHY

Departmental employees have the duty to conduct their job functions in a legal, safe, and courteous
manner. This responsibility is especially important when considering the difficult conditions under
which police employees often find themselves. Through the implementation of a Safety Program, the
Department seeks to reduce vehicle crashes, minimize nonvehicular injuries, and ensure the safety of
employees and the public.

All matters relating to vehicle crashes and occupational accidents resulting in personal injury will be
reviewed by the Departmental Safety Committee. The purpose of this review will be to isolate accident
causative factors, and to devise and implement safety measures and programs designed to minimize
and prevent vehicle crashes and personal injuries.

8.5.2 SAFETY COMMITTEE ORGANIZATION

The Departmental Safety Committee will be organized in a manner consistent with the City of
Greensboro’s Personnel Policy J-4 “Departmental-Divisional Safety Committees”. In this regard, the
committee will be broken down into the following areas:

« Crash investigation and review

e Fire and emergency procedures

+ Environmental issues

« Fleet/equipment safety

¢ Rules/Procedures

e Education and training

e Occupational health

- Safety activities

« Safety inspections/audits/housekeeping

8.5.3 COMMITTEE MEMBERS

The Departmental Safety Committee will consist of a minimum of ten members appointed by the Chief
of Police, as follows:

« The Commanding Officer of the Resource Management Division who shall serve as the
Departmental Safety Coordinator and serve as the Department representative on the City
Committee for Employee Safety and Health.

< An Executive Level Officer who shall serve as the Departmental Safety Co-coordinator.

« The Logistics Section Supervisor, who shall also serve as the chair of the Fleet/Equipment Safety
Sub-Committee.
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« Five nonsupervisory employees selected to head sub-committees established by the Departmental
Safety Coordinator to review areas listed in section 8.5.2. Preferably, at least one nonsupervisory
employee from each of the major police facilities shall be selected. One nonsupervisory member
shall serve as the Recording Secretary.

e The Department’s Wellness Program Coordinator who will serve on the committee as a liaison
between the committee and the Wellness Section of the City of Greensboro’s Human Resources
Department.

e The Chief of Police may authorize other members as he deems necessary to accomplish committee
objectives.

Members of the Safety Committee will serve at the pleasure of the Chief of Police. The Chief of Police
may replace members of the Safety Committee as appropriate to meet the objectives of the
Committee, changing personnel needs, and needs of the Department.

The Departmental Safety Coordinator will provide overall direction of the Department's Safety and
Accident Prevention Program. He will also serve as Chairman of the Departmental Safety Committee
and provide liaison between the committee and divisions within the Department.

The Departmental Safety Committee will meet monthly. The Departmental Safety Coordinator will be
responsible for notifying committee members of scheduled meetings and for preparing the meeting
agenda.

8.5.4SAFETY COMMITTEE FUNCTIONS

The Safety Committee will serve in a staff capacity only and will make recommendations to the Chief
of Police on matters relating to safety and crash prevention. Such recommendations will be limited to

non-disciplinary corrective action. The Safety Committee will also perform the following duties:

. Review all reports pertaining to vehicle crashes and personal injury accidents for the purpose of
isolating causative factors.

. Analyze crash and personal injury data to determine trends and specific problem areas to be
included in the Departmental Safety Program.

. Establish safety and crash prevention goals and objectives and develop, implement, and direct
programs designed to achieve these goals.

. Assess and evaluate the progress and effectiveness of programs and activities to determine if the
program goals are being achieved.

. Prepare reports indicating the impact of vehicle crashes and personal injury accidents on
operational effectiveness and accomplishments of the Safety Program.

. Solicit ideas, suggestions, and information and provide for discussion of both crashes and
personal injury problems in an effort to increase employee safety.
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« Conduct regular self-inspections of work places, noting all safety hazards observed. Follow-up
with supervisors on suggested corrections.

e« Make recommendations to the Chief of Police as to disposition of funds awarded to the Department
through various safety incentive programs.

« Coordinate an annual review of all Departmental Emergency Action Plans for each facility occupied
by police personnel to ensure these documents are in compliance with current OSHA standards.

8.5.5 REVIEW PROCEDURES

All vehicular crashes involving Departmental employees and vehicles will be reviewed by the Safety
Committee for the purpose of determining trends and to make recommendations to prevent
recurrences. The Safety Committee may require the vehicle operator and the operator's immediate
supervisor to appear before the Committee, if doing so would serve the best interests of the
Department.

All nonvehicular accidents, which result in personal injury, will be reviewed by the Safety Committee
as a means of evaluating operational procedures and detecting potential occupational hazards. Such
review will be made normally on the basis of Workmen's Compensation reports and may, at times,
require the presence of the affected employee.

8.5.6 EMERGENCY ACTION PLANS

Facility managers at each Greensboro Police Department facility will ensure that an Emergency Action
Plan (EAP) is completed. An EAP is a written document required by OSHA standards. The purpose of
an EAP is to facilitate and organize employer and employee actions during workplace emergencies.
The plan must include a minimum amount of elements specifically required by OSHA. Each facility
manager is responsible for the completion and maintenance of this document and will serve as the
emergency coordinator for their respective facilities.

It is the responsibility of the facility managers to complete the plan, assign area marshals, train
employees, exercise the plan, and keep the plan current by conducting a yearly review. A completed
hard copy of the plan will be maintained in a readily accessible area of each facility as defined by the
facility manager. @A completed electronic copy of the plan will also be placed in the applicable
Departmental Shared Folder. Facility manager assignments are as follows:

e Sanford Building - Commanding Officer of Vice Narcotics Division

* MMOB - Commanding Officer of Resource Management Division

« Swing Road Facility - Commanding Officer of Western Division

» Maple Street Station - Commanding Officer of Eastern Division

e Public Safety Training Facility - Commanding Officer of Training Division

« Kitchen Operations Facility - Commanding Officer of Operational Support Division
« Logistics — Supervisor of Logistics
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8.6.1 PURPOSE

This Directive is intended to provide guidelines to assist in the protection of employees from
infection with communicable diseases contracted through bloodborne pathogens, particularly the
Human Immunodeficiency Virus (HIV) and the Hepatitis B Virus (HBV).

The Greensboro Police Department will provide employees with safety procedures, protective
equipment and communicable disease informationin an effort to minimize exposure, and increase
their understanding of the nature and potential risks of bloodborne communicable diseases. Each
employee is responsible for controlling his own exposure and preventing the spread of bloodborne
pathogens.

8.6.2 TRAINING

The Training Division is responsible for providing Police Department employees with the proper
training concerning policies, procedures, legal aspects, medical considerations, and other
information regarding contagious diseases. The Training Division will regularly coordinate the
updating of all policies, procedures, and other information relating to this subject.

8.6.3 DEFINITIONS
Potentially Infectious Body Fluids: Blood, semen, vaginal secretions, amniotic fluid, pericardial

fluid, peritoneal fluid, pleural fluid, synovial fluid, cerebrospinal fluid, or other body fluids that
are contaminated with blood.

Bloodborne Pathogens: A disease-producing microorganism or material that is contained in the
blood or other body fluids contaminated with blood.

Confidentiality: A person’s right to have control over the release of all information and records,
whether publicly or privately maintained, that identify a person with HIV infection or other
reportable communicable diseases or conditions.

Significant Exposure: When employees come into contact with blood or other potentially
infectious body fluids through a needle stick, an open wound, non-intact skin or mucus
membranes during the performance of normal job duties. Direct contact with sputum, feces,
nasal secretions, sweat, tears, urine and vomitus will not be considered a significant exposure
unless these body fluids are contaminated with blood and come in contact with an employee’s
non-intact skin, open wounds, or mucous membranes.

Bio-Hazardous Waste: Liquid or semi-liquid blood or other potentially infectious materials;
contaminated items that would release blood or other potentially infectious materials in a liquid or
semi-liquid state if compressed; items that are caked with dried blood or other potentially
infectious materials and are capable of releasing these materials during handling; contaminated
sharps; and pathological and micro biological wastes containing blood or other potentially
infectious materials.
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HIV _(Human Immunodeficiency Virus): The virus that attacks and destroys certain white blood
cells almost always resulting in Acquired Immunodeficiency Syndrome (AIDS).

Acquired Immunodeficiency Virus (AIDS): A disease of the immune system which significantly
increases the body’s vulnerability to illness.

HIV Positive: The HIV test detects the antibodies to HIV in a person's blood, which means that at
some point the person has been exposed to HIV. A person who is HIV positive may not have any
of the physical symptoms associated with AIDS, but still remains capable of transmitting the HIV
virus to others.

Symptomatic HIV Infection: A person who is HIV positive and exhibits some of the physical
symptoms associated with AIDS. These symptoms may include recurrent fevers, fatigue,
unexplained weight loss, night sweats, diarrhea and swollen glands.

Hepatitis B (HBV): A viral infection that affects the liver. The effects of this disease on the person
can range from mild to fatal.

Universal Precautions: An approach to infection control. According to the concept of Universal
Precautions, all human blood and certain human body fluids are treated as if known to be
infectious for HIV, HBV, and other bloodborne pathogens, and exposure to these fluids is
managed in a manner consistent with this assumption.

8.6.4 PREVENTIVE PROCEDURES

Preventive procedures are intended to eliminate, or minimize exposure of the employee to
bloodborne diseases. However, an employee may be unable to use personal protective equipment
when responding to events of an emergency nature, when the actual use of personal protective
equipment would further threaten loss of life or serious personal injury. As soon as the emergency
has passed, however, employees are required to follow procedures outlined herein.

Universal Precautions

< In order to minimize exposure to bloodborne communicable diseases, employees should
assume that all contacts with blood or contaminated body fluid may result in the transmission
of a bloodborne disease.

« Employees will not smoke, eat, drink or apply make-up around body fluid spills.

< Employees will use appropriate personal protective equipment when they may reasonably
expect to come in contact with potentially infectious body fluids.

< Employees will use plastic mouthpieces or other authorized barrier/resuscitation devices
whenever performing CPR or rescue breathing.

< Employees will wear disposable gloves when handling any persons, clothing or equipment with
body fluids on them.
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Searches

« In general, officers should use appropriate search techniques and equipment to minimize
occupational exposure.

» Accidental needle sticks represent the most common potentially infectious exposure in law
enforcement. Employees should be very cautious when searching persons and property.

< Employees should wear protective gloves when it can be reasonably anticipated that the
employee may have hand contactwith blood or other potentially infectious materials.

Evidence Collection, Handling, and Crime Scene Protection

< Employees will handle evidence collection and crime scene protection in accordance with all
applicable Departmental Directives and Standard Operating Procedures.

= Employees will remove Personal Protective Equipment prior to leaving the work area and will
place all disposable Personal Protective Equipment in a biohazard bag. The bio-hazard bags
will then be placed in the Bio-Hazard collection bins located at any of the Evidence collection
sites.

« Officers will handle all sharp instruments such as knives and needles with extraordinary care.
Consider all syringes as used, and therefore, contaminated items.

+ Needles will not be recapped, bent, broken, removed from a disposable syringe or otherwise
manipulated by hand. Securing needles must be accomplished by mechanical means only.

+ Needles will be placed in a puncture-resistant container when being collected for evidentiary or
disposal purposes. The submission of needles and syringes as evidence will be limited to those
cases wherein the items are clearly needed for its evidentiary value in an investigation.

Hepatitis B Vaccination

< Employees whose job functions may result in occupational exposure to persons infected with
Hepatitis B will be provided, at no cost, the Hepatitis B vaccine and vaccination series, as well
as post-exposure evaluation and follow-up procedures.

« The Hepatitis B vaccine, and any future booster(s), will be available to employees who have an
occupational exposure, unless they have previously received the complete Hepatitis B
vaccination series and antibody testing has revealed the employee is immune or the vaccine is
contraindicated for medical reasons.

« A Hepatitis B prescreening program is not a prerequisite for receiving the vaccination.

< An employee who initially declines the Hepatitis B vaccination will be permitted to receive the
vaccination at a later date.

< Employees who decline to accept the Hepatitis B vaccination will be required to sign a waiver
statement.
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8.6.5 DECONTAMINATION

Decontamination procedures will be performed whenever body fluids are discharged, an individual
with body fluids on his person is transported in a departmental vehicle, or an employee comes in
contact with body fluids.

In the event an employee's body, clothing and/or equipment becomes contaminated with
potentially infectious body fluids, the following procedures will be followed as soon as possible:

Decontamination of the Person

Employees will follow these procedures during the decontamination process of their body:

< The employee will remove all contaminated clothing and wash exposed areas free of any
contaminating material and cleanse with mild soap. Note: Do not scrub the affected area too
vigorously. It may damage the skin and increase the likelihood of infection.

« Use generous amounts of eye wash solution, if the eyes are the area exposed to contaminants.

= Seek medical care for injuries resulting from needle sticks, puncture wounds, or other
suspected significant exposures. The employee will respond to the Emergency Department at
Moses Cone, or Wesley Long Hospital for initial evaluation and appropriate treatment.

< The employee must immediately report a suspected significant exposure to his immediate
supervisor, and City Medical Services as soon as possible. If the exposure occurs after 4:30
P.M., or on a weekend or holiday, the employee must report the exposure to City Medical
Services on the next business day. City Medical Services will ensure that any further testing,
evaluation, and response to exposure of police employees to infectious diseases is handled and
coordinated properly.

< The employee will complete a “Greensboro Police/Fire Department Blood Borne and Airborne
Pathogen Exposure Report Form” available on the Police Shared Folder. The supervisor must
complete a “Medical Services Authorization Form” (Form PDS-42-362) if applicable. Both
forms will be forwarded to City Medical Services, as soon as possible.

= The supervisor will also complete an investigation of the incident and record the results of the
investigation utilizing the “Supervisor’s Injury Investigation Report Form” available on the
Police Shared Folder. The supervisor will forward this form to the Resource Management
Division as soon as possible.

« The incident will be reported to the Resource Management Division and City Medical Services
on the next business day. If an employee is unable to contact City Medical Services or the
Resource Management Division, his immediate supervisor will make the appropriate contacts.

< The Resource Management Division is responsible for completing the necessary Workmen’s
Compensation Forms.
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< The employee is responsible for completing an “Employee Injury Report Form” as soon as
possible following the injury. This form is available on the Police Shared Folder.

< The employee seeking medical treatment or reporting exposure or injury will cooperate fully by
providing the necessary information to supervisors, physicians, medical services personnel,
hospital personnel, counselors, and others in order to complete any reports, forms, etc.
required to process and treat any on-duty exposure or injury. All confidential information and
medical reports will be handled as confidential.

< Unless disclosure to an appropriate Departmental official is authorized by the officer or by
state law, if the employee is tested, the test results will remain confidential.

Decontamination/Disposal of Contaminated Clothing

In the event an employee's uniform becomes contaminated, and the employee has no replacement
immediately available, the employee can obtain a jump suit from Police Logistics to wear after
completing self-decontamination. After regular business hours, any Police Supervisor can assist
the employee in obtaining a jump suit from Police Logistics. The employee will complete a
"Uniform and Equipment Transaction Form" and leave it on the front counter in the Police
Logistics lobby.

If the uniform item(s) are contaminated to the extent that normal washing procedures will not
ensure their cleanliness, the employee will place the contaminated clothing in an appropriate
leak-proof Bio-Hazard bag furnished by the Department. Bio-Hazard bags will be placed in Bio-
Hazard collection bins located at any of the Evidence collection sites. Employees may obtain
replacement items from Police Logistics in a manner consistent with the provisions of
Departmental Directive 15.1, “Uniforms and Equipment”.

Decontamination of Equipment

Decontaminate any equipment (badge, nameplate, gun belt, etc.) that becomes contaminated with
potentially infectious body fluids with isopropyl alcohol. (A water and bleach solution may
damage leather gear or metal uniform insignia). Clean sensitive equipment such as pistols,
shotguns or radios with isopropyl alcohol. Allow all such equipment to air dry before further use.
Lubricate all weapons following decontamination. Employees are responsible for decontaminating
their personal equipment and departmental vehicle equipment.

Decontamination of Vehicles

Any vehicle that becomes contaminated with potentially infectious body fluids must be
decontaminated by the employee prior to returning the vehicle to service. Use the following
guidelines when decontaminating vehicles.

* Minimal Contamination: small amounts of fluids that can be cleaned up with paper towels
and the contaminated area disinfected with a water and bleach solution (10:2) or isopropyl
alcohol.

* Moderate Contamination: medium amounts of fluids that can be cleaned using a body fluid

spill kit, which can be obtained from a supervisor’'s vehicle.
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« Extreme Contamination: large amounts of body fluids, which cannot be cleaned up using the
spill kit, will require putting the vehicle out of service to be cleaned and decontaminated. The
officer putting the vehicle out of service for cleaning will affix a biohazard sticker to
both the driver’s side window and the work order.

« All decontamination procedures will be performed by employees at work before ending their
tour of duty.

* When decontaminating equipment, employees will use appropriate personal protective
equipment to prevent exposure to the contaminates.

= Each employee is responsible for cleaning and decontaminating any work areas after use and
for proper disposal of all hazardous waste generated during the process.

8.6.6 SUPPLIES

The Department will make Personal Protective Equipment and communicable disease control
supplies readily accessible to all employees who are likely to encounter communicable disease
risks as part of their duties. Supervisors are responsible for dissemination of supplies for
infectious disease control.

Employees using supplies stored in police vehicles are responsible for their replacement by the
end of their duty day.

8.6.7 DETENTION OF ARRESTEES FOR TESTING AFTER SIGNIFICANT EXPOSURE
Background

N.C.G.S. 15A-534.3 grants authority to a magistrate conducting an initial appearance following an
arrest to hold an arrestee for a reasonable period (not to exceed 24 hours) when he finds probable
cause that the arrestee has subjected an individual to actions that pose a significant risk of
transmission of Human Immunodeficiency Virus (HIV), or Hepatitis B (HBV). The statute
authorizes the Health Department to investigate the situation during the holding period and to
require the arrestee’s blood be tested if necessary, pursuant to N.C.G.S. 130A-144 and N.C.G.S.
130A-148.

The Greensboro Police Department does not test arrestees for HIV or other bloodborne diseases on
behalf of victims. The magistrate may hear evidence from any person who believes that there has
been a significant risk of transmission by a nonsexual exposure by the arrestee. Upon request by
someone during the arrest procedure, an officer may advise that person of his or her right to
appear before the magistrate for a hearing pursuant to this statute. The officer must be careful to
not unduly alarm any person by suggesting that he or she attempt to have the arrestee detained
by the magistrate. Regardless of this specific procedure, any person who believes he has had an
exposure which created a significant risk of transmission of HIV or HBV can contact the Public
Health Department on his own for assistance in seeking testing of the suspected source person.
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Procedure

An arresting officer who believes that there has been a significant risk of transmission of
bloodborne disease from an arrestee to the officer will first notify his supervisor, and request the
arrestee to consent to a blood test.

If the arrestee is willing to cooperate and consents to testing for infectious bloodborne diseases,
and the officer's supervisor approves the transport for testing, the arrestee and officer will register
in the emergency room at Moses Cone or Wesley Long Hospital. Hospital personnel will confer
with the police employee to determine if a significant exposure has occurred. If such a
determination is made, the arrestee will be tested for infectious bloodborne diseases. Appropriate
emergency treatment will be given to the employee by hospital personnel. Following this initial
treatment, all further follow-up medical treatment for the employee will be handled through City
Medical Services.

If the arrestee is unwilling to consent with testing for infectious bloodborne diseases, the arresting
officer will present facts concerning the exposure to a magistrate. If the magistrate finds probable
cause to believe the officer was exposed to the arrestee in such a manner as to pose a significant
risk of transmission of HIV or HBV, the magistrate can place the arrestee under a 24-hour "hold"
pursuant to N.C.G.S. 15A-534.3 for appropriate investigation by the Guilford County Health
Department and subsequent testing of the arrestee may be conducted. Any communication with
the magistrate will be made privately and the officer will ensure only the magistrate hears the
officer's testimony. The officer will notify his supervisor of the situation as soon as possible, and
request the supervisor respond to the magistrate's office.

If the magistrate determines that there is probable cause to hold a subject for investigation and
testing, the affected employee’s supervisor will contact the Guilford County Health Department.
Outside of normal business hours the supervisor will contact Guilford Metro 911 for the
appropriate on-call Health Department personnel. The supervisor must be prepared to present
written documentation to the Health Department representative concerning the incident, which
may be satisfied by providing a completed copy of the “Greensboro Police/Fire Department Blood
Borne and Airborne Pathogen Exposure Report Form”. The Health Department representative will
conduct an investigation that includes contacting the subject and the officer about the
circumstances surrounding the possible exposure. If the circumstances surrounding the
exposure and the arrestee’s risk for being a carrier of HBV, or HIV are substantiated by the Health
Department's investigation, the subject will be ordered to have blood drawn for testing. If the
subject does not comply with the order of the Health Department to submit to testing, the Health
Department representative will seek a court order from a District or Superior Court Judge.

Qualified medical personnel will draw blood from the subject for testing. If the subject does not
comply with the court order, the judge is to be notified immediately of the noncompliance. If an
incident of this nature occurs during a weekend or holiday period, and the 24 hour “hold”
provided for by statute will expire prior to the availability of a Judge; the Health Department
representative may request the magistrate issue a warrant for arrest of the subject based upon a
violation of N.C.G.S. 130A-144(f).

The employee will contact City Medical Services on the next business day following the incident.
City Medical Services is responsible for all follow-up treatment of the employee.
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8.6.8 NONARRESTEES TESTING AFTER SIGNIFICANT EXPOSURE

If a significant exposure results from contact with an individual who is not under arrest and is
willing to cooperate with testing, the following procedure will apply.

« The supervisor will ensure that the source subject's name, address, phone number, and other
relevant personal information is obtained and submitted to City Medical Services. A
“Greensboro Police/Fire Department Blood Borne and Airborne Pathogen Exposure Report
Form” will be completed.

« A supervisor from the exposed employee’s Division will contact the source and arrange for
transport and testing at Moses Cone Hospital Emergency Department. The source should
register at the Emergency Department for evaluation. The employee should also be prepared
for registration and testing if applicable. The City of Greensboro will not assume financial
responsibility or provide for further medical treatment for the source.

= The police supervisor is responsible for arranging transportation for the person, if necessary.

If a significant exposure results from contact with a subject who is not under arrest and who is
unwilling to voluntarily submit to testing, the following procedure will apply:

« The subject's name, address, date of birth, phone number, and any other relevant information
will be obtained and recorded by the employee’s supervisor, on the “Greensboro Police/Fire
Department Blood Borne and Airborne Pathogen Exposure Report Form”.

 The supervisor will then notify the Guilford County Health Department with this information
so the appropriate Health Department personnel can commence an investigation and initiate
appropriate follow-up.

8.6.9 CONFIDENTIALITY OF INFORMATION ABOUT HIV AND HBV.

North Carolina law provides that "all information and records" that might identify a person as HIV
or HBV infected "shall be strictly confidential". N.C.G.S. 130A-143.

Officers are not to record such information on arrest reports, accident reports or any other
Department documents except as allowed pursuant to this Directive. Such information is not to
be broadcast over radio airways or computer terminals.

Police employees must maintain the confidentiality of information concerning an individual’'s HIV
or HBV status obtained during investigations or arrest. Officers must not assume that a
suspect's, victim's, or any other person's disclosure to them automatically permits them to
disclose this information to anyone else. That is not the case and a subsequent disclosure
violates the confidentiality law in North Carolina. Therefore, Greensboro Police Department
employees should refer all inquiries regarding the HIV or HBV status of any person to the Guilford
County Public Health Director.

The confidentiality law does, however, authorize the limited release of HIV or HBV information
pursuant to a number of specific exceptions.
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* An individual’s HIV or HBV information may be released with that person's written consent,
and HIV information may be released to "health care personnel providing medical care to the
patient". N.C.G.S. 130A-143 (2) and (3).

< HIV or HBV information may be released "pursuant to subpoena or court order". N.C.G.S.
130A-143 (6).

8.6.10 EMPLOYMENT ISSUES

The law generally permits an employer to discharge an employee who completely refuses to work
with a coworker because of unreasonable fear about the spread of AIDS or if he refuses to perform
assigned duties for the same reason. Any Greensboro Police Department employee who refuses to
work with an HIV infected employee or who refuses to perform their assigned duties because of an
unreasonable fear of contracting AIDS will face disciplinary action up to and including dismissal.

8.6.11 EMPLOYMENT RECORDS

Information and records that might identify an employee as HIV infected will be kept strictly
confidential. An employee's HIV or HBV status may be released by police personnel authorized to
do so only under the following circumstances:

+ Release is made to health care personnel who are providing medical care to the employee, and
only then with written permission from the employee.

+ Release is made pursuant to a subpoena or court order; or

+ Release is otherwise authorized by N.C.G.S. 130A-143 or by the regulations adopted by the
Commission for Health Services.

8.6.12 RESOURCE INFORMATION FOR EMPLOYEES

The Resource Management Division maintains a Community resources directory of all community
agency groups who can offer assistance, counseling, etc. to an employee or employee's family
members.

Members of the Peer Support Team, the Police Chaplain, and the City Health Services Division are
always available to offer advice, counseling, or other help as needed. Employees are encouraged
to utilize any of these resources at any time the need arises. All inquiries will be handled in a
strictly confidential manner.
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8.7.1 REQUIREMENTS OF THE STANDARD

The Hazardous Chemicals Communications Standard (29CFR1910.1200) requires that
employees be informed about the presence of hazardous chemicals in their work place and the
dangers which these hazardous chemicals may pose.

City policy is found in Section J-6 of the City Personnel Manual. It contains detailed procedures
for accomplishing the requirements of the Hazardous Chemical Communication Standard. The
Commanding Officer of the Resource Management Division is the Department Liaison with the
City Safety Manager for the reporting required in J-6. Other component commanders should
make required reports through the Department Liaison.

8.7.2 METHODS OF COMPLIANCE WITH THE STANDARD

Employers may comply with the provisions of the Standard:

« By training new employees about hazardous chemicals in the work place.

« By instructing veteran employees through in-service training about work place chemical
hazards.

By maintaining a current Material Safety Data Sheet (MSDS) on each hazardous chemical in
the work place.

= By proper labeling of all chemical containers.
e By proper placarding of work areas which house hazardous chemicals.
- Establishing written procedures concerning:
-safe and proper handling of hazardous chemicals.
-safe and proper disposal of hazardous chemicals and chemical wastes.

-handling and reporting hazardous chemical emergencies in the work place. (see DD 12.6
Handling Hazardous Materials Incidents)

8.7.3 PROCEDURES REQUIRED
The Commanding Officer of Training Division is responsible for providing for appropriate train-

the-trainer instruction for those Department personnel whose job requires them to deliver
Hazard Communications Act-related or other OSHA training for the Department.
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Each Commanding Officer/Director shall ensure the following:

e That his command is surveyed for the use or storage of hazardous chemicals which
necessitate the implementation of provisions of this Directive.

< That new and veteran employees receive training commensurate with their contact with
hazardous chemicals in the workplace.

» That Material Safety Data Sheets are maintained on each hazardous chemical found in their
command.

» That all hazardous chemical containers are properly labeled.
» That all work areas housing hazardous chemicals are properly placarded.

» The development of standard operating procedures for dealing with workplace hazardous
chemicals which are present in his command. The depth of these procedures should reflect
the actual contact with hazardous chemicals that component employees are expected to
have in the workplace. The SOP's should cover safe, proper handling and disposal of
hazardous chemicals and handling and reporting hazardous chemical emergencies in the
workplace.

In addition to MSDS records which are maintained in affected areas of the Department,

complete listings of MSDS information will be maintained in Guilford Metro 911 and the Watch
Operations Center.
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8.8.1 PURPOSE

It is recognized that police employees routinely encounter situations that pose risks to their health
and safety. While it is also recognized that not all risks can be anticipated or eliminated, City and
Departmental safety programs and policies are designed to minimize the risks associated with
general safety hazards.

The purpose of this directive is to promote the safety of employees and the general public in
regards to specific types of hazardous locations and environments. It should also help employees
identify such specific hazards, and provide direction regarding acceptable actions when
encountering them.

8.8.2 GENERAL POLICY

It is the general policy of the Greensboro Police Department to prohibit employees from engaging
in activities or entering environments that may foreseeably pose unnecessary special health &
safety risks to the employee or others, and which are outside the normal scope of their duties.

Obviously, this general policy must be applied to actual instances using sound judgment and
discretion. The relative risks to the employee and third parties must be considered before
attempting any emergency actions involving foreseeable special hazards.

For example, this general policy would not prohibit an employee from taking immediate emergency
action when he has determined that no reasonable alternative readily exists.

This policy also would not prohibit an employee from taking non-emergency action in hazardous
situations or environments when he:
< Has been provided suitable specialized training concerning the specific hazardous activity
or environment; and,
« Has available all proper specialized equipment required for safe execution of the activity or
entry; and,
+ Has prior supervisory permission to conduct the activity or effect the entry.

8.8.3 SPECIFIC ACTIVITIES

The following specific situations and activities are offered as a means of illustrating the agency’s
intent in applying the general policy stated in Section 8.8.2.

Climbing & Fall Exposure — situations in which there exist significant risks of falling. Examples
include: water and utility towers; phone poles; scaffolding; structural facades; and ladders.

In applying the general policy set forth in 8.8.2, employees must adhere to the following
prohibitions: Absent exigent circumstances and prior supervisory approval, employees are
prohibited from:
» Climbing any ladder or scaffolding that does not appear stable;
* Climbing a stable ladder or scaffolding a distance greater than two stories
(approximately 20 feet);
« Climbing water towers, utility towers, telephone poles, or building facades.
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Utilities / Industrial Environments — situations in which utility or industrial machinery pose a
significant risk of injury. Examples include: electrical vaults and outside power distribution
yards; water distribution facilities; and heavy industrial machinery. In applying the general
policy set forth in 8.8.2, employees should exercise sound discretion and judgment.

IDLH Environments & Confined Spaces — environments in which there exists oxygen deprivation
or the presence of toxic fumes that are Immediately Dangerous to Life and Health. Examples
include: water & sewer culverts; manholes; chemical factories; airtight spaces; and ammonia
plants.

In applying the general policy set forth in 8.8.2, employees must adhere to the following
prohibition: Employees are prohibited from entering IDLH environments.

Trenches — open or enclosed excavations that lack suitable shoring and therefore pose a
significant risk of collapse. Examples are commonly found at construction sites and where
roadway repairs are occurring. In applying the general policy set forth in 8.9.2, employees
should exercise sound discretion and judgment.

Fire & Structural Collapse — structures which are involved by working fires or are filled with
smoke, or which have or appear imminently subject to collapse. In applying the general policy
set forth in 8.8.2, employees should exercise sound discretion and judgment.

Water Rescue - situations in which the depth, temperature or water current pose significant risks
of drowning. Examples include: flooded areas; overflowing streams; storm-water run-off; and
bodies of water. In applying the general policy set forth in 8.8.2, employees should exercise
sound discretion and judgment.
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8.9.1 PURPOSE

This directive establishes guidelines for drug testing of incumbent employees. It does
not address preemployment drug testing of job applicants (see Departmental Directive
2.2.2), nor for-cause testing of incumbent employees suspected of reporting to work
while under the influence of alcohol or other alcohol-related violations (see
Departmental Directive 1.5.19).

8.9.2 POLICY

The Greensboro Police Department is committed to the goal of providing a workplace
that is free of illicit drugs. This commitment is based on the belief that it is the
Department's responsibility to maintain a safe & healthy working environment for
employees, and a productive & effective workforce for the citizens of Greensboro. This
commitment is also in recognition of the unique safety-sensitive responsibilities of law
enforcement agency employees, and the higher standards of conduct expected of those
employees.

8.9.3 DEFINITIONS
The following terms are defined as used in this Directive:

Adulterated Specimen - A urine specimen into which the employee has introduced a
foreign substance.

Canceled Test - A drug test that has been declared invalid by a Medical Review Officer.
A canceled test is neither a positive test nor a negative test. An example of a canceled
test is one that has been rejected by the MRO for a fatal collection error.

Code of Federal Regulations - The federal body of law, part of which regulates DOT drug
testing. Unless otherwise set forth in this Directive, drug testing of Greensboro Police
Department employees will follow the regulations for the United States Department of
Transportation drug testing as set forth in the current Code of Federal Regulations,
Title 49, Part 40, which is hereby incorporated by reference.

Confirmation Test - A test conducted on a primary specimen by gas
chromatography/mass spectrometry to confirm the presence of a drug or drug
metabolite detected by a screening test at or above the threshold concentrations.

Designated Employee Representative (DER) - An individual identified as able to receive
communications and test results directly from Medical Review Officer, screening test
technicians, collectors, and substance abuse professionals, and who is authorized to
take immediate actions to remove employees from safety-sensitive duties and to make
required decisions in the testing and evaluation process. The Commanding Officer of
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the Resource Management Division and the Commanding Officer of the Professional
Standards Division (or their designee) are designated as the agency's DER's.

Dilute Specimen - A urine specimen whose creatinine and specific gravity values are
diminished by the employee through the introduction of fluid into the specimen.

Drug - For the purposes of this Directive, these are specifically limited to marijuana,
cocaine, amphetamines, Phencyclidine (PCP), and opium.

Drug Test - A urinalysis immunoassay-screening test, followed by a gas
chromatography/mass spectrometry confirmation test for positive screens.

Employee - A full-time or part-time employee of the Greensboro Police Department who
is identified in this Directive as being subject to drug testing. References to employee
gender in this Directive are considered to apply equally to either gender.

Employer - The Greensboro Police Department, the City of Greensboro, and any
employee thereof acting within the scope of their duties relative to this Directive.

Laboratory - Any laboratory which meets the standards to engage in urine drug testing,
as set forth in the United State Department of Health & Human Resources and the
United States Department of Transportation guidelines. For the purposes of this
Directive, this term refers to a state-certified laboratory currently under contract to
provide drug test analysis to the City of Greensboro.

Medical Review Officer (MRO) - A licensed physician responsible for receiving laboratory
results generated by an employer's drug testing program, who has knowledge of
substance abuse disorders, and has appropriate training to interpret and evaluate an
individual's drug test results, together with the employee's medical history and any
other relevant biomedical information. The MRO acts as an independent and impartial
gatekeeper for the accuracy and integrity of the testing process. For the purposes of this
Directive, physicians under contract to provide services to the City Medical Services
Division will serve as MRO's, and may be assisted in certain duties by designated staff
members of the City's Medical Services Division.

Negative Drug Test - The failure to detect, at or above the threshold concentrations, any
of the five drugs being tested for in the primary specimen.

Positive Drug Test - The detection, at or above the threshold concentrations, of any of
the five drugs being tested for in the primary specimen.

Primary Specimen - That part of a urine specimen that is opened and tested by a
laboratory to determine whether the employee has drugs or drug metabolites in his
system. It is distinguished from a split specimen.

Screening Test - An initial immunoassay screen to eliminate negative urine specimens
from further analysis.




TITLE: EMPLOYEE DRUG TESTING NUMBER 8.9

PAGE 3 OF 8

Split Specimen - That part of the urine specimen that is sent to the laboratory and
retained unopened, and which will be tested in the event that the employee requests an
additional test following a verified positive test of the primary specimen.

Substituted Specimen - A specimen, not consistent with human urine, which has been
substituted by the employee in place of his or her own urine specimen.

Threshold — A level of drug concentration which is accepted by the scientific community
to be above the level of passive inhalation or incidental contact.

8.9.4 ADMINISTRATIVE ISSUES

There are two different triggers that may lead to an employee being directed to take a
drug test under this Directive: for-cause testing and random testing. Both of these
triggers are independent of each other.

An employee ordered to submit to urine collection/drug testing under this section that
declines to participate in the collection or testing process will be terminated from
employment, and the employee will not be allowed to resign in lieu of termination.

Failure to comply with any aspect, condition, restriction, instruction, or procedure
associated with any aspect of the urine collection/drug testing process, or interference
with or obstruction of same as either a principal or accomplice will result in dismissal.

Testing under this Directive may be used for administrative purposes only. The
Professional Standards Division will serve as the administrative investigative body
relating to cases involving drug testing violations or positive results.

8.9.5 FOR-CAUSE TESTING

Any employee who is on-duty, or who reports for duty, while visibly affected by the
apparent use of controlled substances or illegal drugs, or against whom reasonable
suspicion of the illegal use of drugs exists, may be ordered by a supervisor to submit to
drug testing under this section. Such testing will be ordered only after consultation with
the Office of the Chief of Police, the Commanding Officer of the Professional Standards
Division, or the senior ranking officer on-duty.

The DER will be advised of the name of any employee directed to submit to for-cause
drug testing. The DER will then coordinate with the City Medical Services Division to
arrange for a drug test to be conducted as soon as possible, and so notify the affected
employee. All other testing procedures and protocols will follow the guidelines set forth
in Sections 8.9.8, 8.9.9, and 8.9.10.



TITLE: EMPLOYEE DRUG TESTING NUMBER 8.9

PAGE 4 OF 8

8.9.6 RANDOM TESTING

It is the position of the Greensboro Police Department that the nature and scope of
duties associated with certain assignments and jobs within the agency create
compelling public safety interests, which in turn warrant random drug testing of
employees assigned to those positions.

The positions or assignments affected by this section and subject to random drug
testing are:

+ All Sworn Officers

« Employees assigned to the Property/Evidence Section

< Employees assigned to the Forensics Services Unit

The DER will ensure that the City Human Resources Department maintains or has
access to a current computer roster of work units to which employees subject to
random testing are assigned. Periodically, the City Human Resources Department will
use computerized randomized methods to select work groups of employees to be tested.
These work unit groups will be selected from the entire pool of possible candidates. The
list of work groups selected for each testing process will remain confidential and will not
be released to any member of the Greensboro Police Department except the DER's.

The number of work units selected for each testing process, and the frequency of the
selection processes, will be determined by City Human Resources so as to ensure that
the number of employees tested each year represents approximately 50% of the total
number of employees eligible for testing.

City Human Resources will notify the DER's of the work units currently selected for
testing. The DER will then contact the selected work units to facilitate actual testing. All
other testing procedures and protocols will follow the guidelines set forth in Section
8.9.7, 8.9.8, and 8.9.9.

8.9.7 COLLECTION PROCEDURES
The scheduling of an appointment for urine collection will be considered the issuance of
a direct order on behalf of the Chief of Police to arrive on time and participate fully in

the collection procedures.

Time spent in commute to and from the collection site, and time spent being at the
collection site, is considered compensable work time for FLSA purposes.

Upon arrival at the collection site, no delay will be permitted in beginning the testing.
The employee must present photo-identification (City ID card or NCOL).
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The employee must remove any outer clothing (jacket, coat, hat, etc.) and leave these
garments with the testing official, along with any briefcase, purse, and other personal
belongings. Any employee wearing boots must remove them and allow the testing official
to examine them for items that could be used to adulterate a urine specimen; the boots
will then be returned to the employee.

In addition, the employee must empty all pockets and display their contents to the
testing official to ensure that there are no items present that could be used to
adulterate a urine specimen. If no such items are present, the employee will then be
permitted to return the contents to their pockets.

The employee must be allowed to retain his wallet, and will not be directed to remove
other clothing (shirt, pants, dress, etc.) or change into a hospital gown.

All urine collections will be un-witnessed, unless a directly observed collection is
required by Federal regulations.

No employee representative will be permitted beyond the lobby area of the collection
site.

8.9.8 TEST RESULTS

The collected urine sample will be tested by a licensed, certified laboratory under
contract with the City.

The primary specimen will be tested to determine that the sample is undiluted,
unadulterated, un-substituted human urine. Thereafter, the primary specimen will be
tested for the five drugs specified in DOT regulations, using an immunoassay screening
method.

A negative initial screening result indicates that none of the 5 drugs being tested for
exceeded the established cutoff concentrations established in 49 CFR 40, and no
further testing is necessary.

A positive initial screening result will cause the primary specimen to be subjected to a
verification test, utilizing gas chromatography/mass spectrometry methodology.

8.9.9 POST-TESTING PROCEDURES

Before reporting a drug test result to the MRO, the lab must ensure that it has been
reviewed and certified as accurate by a certifying scientist. Test results from the lab are
reported only to the MRO or his designated staff. Test results may not be reported by
the lab to any other person.

The MRO and/or his designated staff are responsible for carefully reviewing each drug
test reported by the lab.
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8.9.9 (A) - Negative Test Results

In the event the lab reports a "negative" test result, the MRO will review the test results,
and report the result in a confidential manner to the DER, who will subsequently notify
the tested employee.

8.9.9 (B) - Positive Test Results

In the event the lab reports a confirmed "positive" test result, the MRO is charged with
certain additional duties. Only the MRO can verify a "positive" test result as reported by
the lab.

First, the MRO will conduct a review of the integrity of the chain of custody in the
testing process. Fatal errors in the testing procedures can result in the MRO canceling
the test.

Next, the MRO will contact the affected employee in a confidential manner to offer a
verification interview to discuss the test results and to determine if there is a legitimate
medical explanation for the positive test result. If necessary, the MRO may seek the
assistance of the DER in confidentially contacting the employee.

If the employee is contacted and declines to participate in the verification interview, or if
the employee is notified to contact the MRO and fails to do so within 72 hours, or if
reasonable but unsuccessful attempts are made to contact the employee over 14 days,
the MRO will declare the report as a "positive" test result, and so report to the
Designated Employee Representative in a confidential manner.

As a part of the verification process, the MRO will explain to the employee:

- that the lab has returned a "positive" test result, and specify which drugs were
indicated as "positive"

« that the MRO will decide whether to verify the lab test result as "positive" based
on information the employee provides in the interview

< that if further medical evaluation is needed as a part of the verification process,
the employee must submit to such evaluation or have the result reported to the
employer as a "positive" result

« that the MRO is authorized to provide the employer with any medical
information the employee provides during the verification interview.

During the verification interview, the MRO may review the employee's medical history
and any other relevant biomedical factors, and may order further medical evaluation of
the employee. If the employee asserts that the presence of a drug in his system is the
result of taking prescription medication, the MRO must review all medical records that
the employee provides. The MRO may contact the employee's physician for further
information.

The MRO may not consider any evidence from other drug tests obtained outside

the authority of this Directive (such as independent tests supplied by the employee), nor
consider employee explanations that, even if true, would not constitute a legitimate
medical explanation for a positive result.



TITLE: EMPLOYEE DRUG TESTING NUMBER 8.9

PAGE 7 OF 8

The only way that a "positive" test result from the lab can be changed to a "negative"
test result by the MRO is the establishment by the MRO of a legitimate medical
explanation for the presence of the detected drug at the levels indicated by the lab tests.

No legitimate medical explanation can exist for the presence of illegal drugs in an
employee's urine. The presence of lawful medications at levels above the thresholds
must be consistent with lawfully-prescribed medicine taken as directed by the
prescribing physician; over-medicating or other abuse of lawful drugs does not
constitute a legitimate medical explanation.

If the MRO determines that a legitimate medical explanation exists for a "positive" drug
test result, he will verify the result as "negative" and so report directly to the DER in a
confidential manner.

If the MRO determines that no legitimate medical explanation exists for a "positive" drug
test result, he will verify the result as "positive" and so report directly to the DER in a
confidential manner.

The MRO must notify the employee of his right to request a test of the split specimen by
a second lab, and explain the procedures for doing so. If a primary specimen has been
adulterated or substituted, the employee may not request a test of the split specimen. A
retest of the primary specimen is not permitted, nor may any additional tests (DNA, etc.)
be conducted. The employee will have to bear the costs of testing the split specimen.

A testing of the split specimen at the employee's request is designed only to reconfirm
the presence of the drug initially indicated as a "positive" in the primary specimen. The
mere presence of the drug in question in the split sample, without regard to the
threshold concentrations used in the first lab's testing, is sufficient to indicate a
"reconfirmed" finding. Should the testing of the split specimen indicate that the drug in
question is not present, the second lab will make a “failed to reconfirm” finding and the
MRO will report a "negative" test result to the DER.

The employer may not take any permanent personnel or disciplinary action related to a
drug test until the MRO has reported a verified positive drug test result to the DER. The
results of MRO-verified drug tests administered under this directive will be final. An
additional test result presented by an employee, which was collected or analyzed by an
outside physician, will not invalidate a verified positive test result as determined under
this Directive.

8.9.10 EMPLOYEE ASSISTANCE
Early recognition and treatment of chemical dependency is important for successful

rehabilitation. As such, the Greensboro Police Department supports sound treatment
efforts.
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Towards that end, an employee may voluntarily enter a substance abuse treatment
program. The employee may enroll in a treatment program of his own choice at his own
expense, or may elect to utilize the City's Employee Assistance Program.

However, participation in a substance abuse treatment program will not:
« excuse the employee from drug testing under the authority of this Directive
< exempt an employee from the consequences of actions which have already
occurred
« exempt an employee from the proper performance of assigned duties
- mitigate employment termination as a result of a verified positive test result or
other administrative disciplinary action
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8.10.1

PURPOSE

This directive establishes departmental provisions to the City of Greensboro’s Inclement
Weather Policy, as contained in Number B-7 of the City of Greensboro Personnel Policy
Manual.

8.10.2

POLICY

The City of Greensboro’s Inclement Weather Policy states the following:

8.10.3

8.10.3.

The City Manager or designee shall declare that the Inclement Weather Plan is
in effect by announcing that City Administrative offices will open at some time
other than 8:00 AM and/or close at some time other than 5:00 PM. Late
opening information will be publicized through normal media outlets. Early
closings shall be communicated through internal channels.

All Service Critical employees are expected to be at work at scheduled times.

Employees not designated as Service Critical may, during a declared weather
emergency, report to work by the designated opening time or leave at a
designated early closing time and still be considered as having worked their
entire normal duty day.

Those who do not report to work at all shall be charged leave (Annual,
Compensatory, FLSA, or Leave without Pay) for all hours missed during a
normal workday. This provision also applies if a department chooses to close a
facility or program and directs employees to not report to work.

Employees reporting after the designated starting time shall be charged leave
for the hours missed after the designated starting time.

[Special Note: Exempt employees may not be charged Leave Without Pay in
increments of less than a whole day.]

DEPARTMENTAL PROVISIONS

1 SERVICE CRITICAL PERSONNEL

The City of Greensboro provides a wide variety of services under very different
circumstances. In recognition of this, each department is responsible for
determining which employees are Service Critical.
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The following categories of Greensboro Police Department employees are
considered Service Critical:

= All sworn employees not on limited duty status
= All non-sworn managers and supervisors

= Systems Administrators

» Parking enforcement officers

» Records Specialists

= CSI/TRU/WOC Personnel

= Crime Scene Investigators

The following categories of employees are considered Non-Service Critical:

= Sworn employees on limited duty
* Administrative Assistants

= Customer Service Representatives
* Records Clerks

= Crime Analysts

» Evidence Technicians

= Investigative Aides

= Police Attorney

* Community Relations Coordinator
= PIO/Marketing Assistant

» Personnel Program Technicians

* Fiscal Management Program Technicians
= Logistics Assistant

= Alarm Coordinator

= Hire-back Personnel
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8.10.3.2 USE OF CITY VEHICLES FOR TRANSPORTATION OF SERVICE

CRITICAL PERSONNEL

Based on roadway conditions and manpower resources, the Watch Commander
may authorize the use of city vehicles for the transportation of Service Critical
Personnel from their homes, if within the city limits, to their work assignments.
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8.11.1 INTRODUCTION

The mission of the Police Chaplaincy Program is to provide a voluntary ministry of guidance
and counseling to all members of the Greensboro Police Department upon request. The Police
Chaplains will perform such duties as may contribute to the nurture and enhancement of a
member’s spiritual, personal, private and professional life. On occasion, police chaplains will
be requested to assist civilians who, when involved with police operations, express a desire to
have religious/spiritual counseling but have no local clergy upon which to call (e.g., traffic
fatality investigation involving family from out-of-state.) All police chaplains will perform such
duties in the position of “minister.”

While this program has a religious or spiritual component, it is not intended to be an
endorsement of any religious or faith-based organization. The Chaplaincy Program is non-
denominational and is being provided by volunteer clergy without financial compensation.

The number of Police Chaplains assigned to this program will be made at the discretion of the
Chief of Police, and shall consist of members from religious faiths reflective of the diversity
within the agency and community. The organizational responsibility for the Police Chaplaincy
Program will rest with the Commanding Officer of the Training Division, who will oversee,
facilitate and implement this program.

8.11.2 REQUIREMENTS

Volunteers applying to serve as departmental Chaplains must be licensed and/or ordained as a
minister or clergyperson and will provide a letter from their church or denomination, endorsing their
request to serve. It is recommended that an applicant have a minimum of three (3) years of
professional experience in the ministry field. Each applicant must possess a valid North Carolina
Driver’s License and shall be carefully screened through a background check and an oral interview.

The Chief of Police will be responsible for the selection of all chaplains, following a review of
recommendations made by the Commanding Officer of the Training Division. Appointments to the
Chaplaincy Program will be made with special consideration to the Department’s needs, including, but
not limited to, religious and ethnic diversity.

All appointments made to the Police Chaplaincy Program do not carry tenure, and may be revoked at
the discretion of the Chief of Police.

Upon appointment, each candidate will attend orientation training designed to introduce the Chaplain
to the function and mission of the Greensboro Police Department, and to provide direct and specific
guidance regarding all duties and responsibilities. This training is the formal responsibility of the
Commanding Officer of the Training Division. Upon completion of training, each candidate will
receive a detailed outline of the expectations and duties for the position of Chaplain. Additionally,
periodic training will ensure each Chaplain is updated on organizational needs and assistance
programs, and resources available.

Each Chaplain will be assigned to a particular division within the agency, but may correspond with

any departmental member as appropriate or requested. Chaplains will seek assistance from other
departmental Chaplains of different faiths as needed and appropriate.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



TITLE: POLICE CHAPLAINCY PROGRAM

NUMBER 8.11

PAGE 2 OF5

Chaplains will be requested to devote a minimum of 10 hours a month in service to the Greensboro
Police Department, which may include personal contacts, telephone calls, ride-along participations,
and training.

Communication between a Police Chaplain and an employee is considered privileged by the
Department, except for those matters which involve violations of the law or Departmental
misconduct. All Police Chaplains must comply with directives concerning the duty to report
violations of laws, rules, or directives.

8.11.3 SUPPORT ORGANIZATIONAL EFFORTS IN COUNSELING AND
ASSISTANCE

The Police Chaplaincy Program will offer support to members and their families in
times of crisis and need and to assist in dealing with situations of stress and tension, which
can be destructive to personal life and family relationships. The Chaplain should offer
assistance of other “agency supported services” as appropriate (i.e. the Peer Support Team,
Employee Assistance Program, the Police Psychologist, etc.), through personal member
contact, or by notifying the Commanding Officer of the Training Division.

Police Chaplains may be requested to be available to provide assistance to members in
times of crisis. For facilitating contact in such times of crisis, police chaplains may be issued
a departmental pager.

8.11.4 PERSONAL COUNSELING ACTIVITIES

The purpose of personal counseling is to help a person deal with personal issues in a
constructive manner so as to productively lessen stress and tension.

This service will include as its primary goals, counseling directed:
¢ To help the member cope with difficult circumstances emotionally

& To assist the member in determining a personal plan of action directed to deal with these
circumstances and,

& To work with the member towards a final resolution to overcome personal issues

Personal counseling may involve both a member and/or their family. Additionally, upon
supervisory approval the chaplain may be requested to provide personal counseling to assist
civilians who, when involved with police operations, express a desire to have religious

counseling, but have no local clergy available upon whom to call. The Commanding Officer of
the Training Division shall be advised when the Chaplain(s) are used for this purpose.

8.11.5 RELIGIOUS COUNSELING

The Chaplain will assist in religious counsel, conversation or other guidance as requested. In
conducting this type of support, the chaplain will:

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL



TITLE: POLICE CHAPLAINCY PROGRAM

NUMBER 8.11

PAGE 3 OF 5

¢ Engage in religious counsel, conversations of a spiritual nature or other interactions as
requested, whichever the chaplain believes to be most beneficial and appropriate.

& Furnish literature, upon request, that deals with special needs and concerns of a member.

& Practice a ministry of “presence” in and about the Department that may invite members to
consider the services of the Chaplaincy Program.

¢ Refer the member to another Chaplain or a religious leader of a different faith, as
requested or needed by the member.

¢ Refer the member to other “agency sponsored support service” (i.e. Peer Support, Employee
Assistance Program) as appropriate.

8.11.6 SERVICES TO THE SICK AND INJURED

Upon notification of a current member who is suffering a serious illness or injury, the Chaplin
will make an attempt to visit with the member and/or family to offer counseling and comfort
on behalf of the agency.

8.11.7 SERVICES RELATED TO WEDDINGS, MEMORIAL SERVICES, AND
FUNERALS

A Chaplain will be available to conduct weddings, memorial services, and funerals, upon
request of the agency or member/family. Services may vary according to departmental, family
and individual needs; however notification for such ceremonies will be forwarded by the
Chaplain directly to the Commanding Officer of the Training Division. The Commanding
Officer will ensure such ceremonies comply with departmental goals and procedures, and
coordinate the Chaplain’s response with any additional support units requested (e.g., Honor
Guard).

8.11.8 RIDE-ALONG PROCEDURES

One of the Chaplain’s main responsibilities is to “ride” with officers during the performance of
their duties, thereby keeping the Chaplain familiar with the duties of policing, and providing a
presence to field officers. This program gives the Chaplain an opportunity to visit with
individual members personally, initiate conversation beneficial to the officer, and to develop a
relationship of trust and confidence. Chaplains are strongly encouraged to utilize this process
as the primary basis for their services.

PROCEDURES FOR CHAPLAIN RIDE-ALONG

The Chaplain shall:

¢ Ride in usual dress attire or the Chaplain’s Uniform issued by the agency.

¢ Ride as a member of the Department with the complete understanding that a Chaplain is
not a police officer.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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& At no time, interfere with the officer’s performance of official duty.

# Listen for areas of tension in the officer’s personal life, in which the chaplain might be able
to offer assistance.

¢ Refrain from forcing their ministry services upon anyone, but rather let the member know
that they are available if they can assist.

¢ Ride with different officers at random, or upon request by the officer, their supervisor or
their Commanding Officer. Usually, Chaplains will refrain from repeatedly riding with the
same officers unless necessary to carry out a duty of their services.

8.11.9 HOSPITAL SERVICES: SERIOUS INJURIES OR DEATH INVOLVING
MEMBER

In the event police personnel become seriously injured or killed, a Chaplain will upon request,
respond to the hospital and serve as a liaison between the Greensboro Police Department and
the hospital’s chaplaincy staff; being careful not to adversely interfere with the mission of
either organization. The main focus of the Police Chaplain during these activations will be to
enhance the role of ministering to the member’s friends, family and other departmental
members.

8.11.10 DEATH/SERIOUS INJURY NOTIFICATIONS: MEMBER OF
DEPARTMENT

A Chaplain will be available, upon request, to assist in providing support and comfort to
families of police personnel who have been seriously injured or killed in the line of duty. A
Chaplain may be assigned to accompany the senior ranking officer when making such
notification, to offer departmental condolences and support, however at no time will the
Chaplain personally deliver a death/injury notification, as such is the sole responsibility of the
senior ranking officer.

8.11.11 DEATH NOTIFICATIONS: GENERAL PUBLIC

The Chaplain may, upon request of a supervisor, be asked to assist in a “death notification
call” that occurs within the Greensboro Police Department’s jurisdiction. Upon such request,
the Chaplain may accompany the assigned officer when making notification to offer
departmental condolences and support, however at no time will the Chaplain personally
deliver a death notification, as such is the sole responsibility of the assigned officer. The
Commanding Officer of the Training Division shall be advised when the Chaplain(s) are used
for this purpose.

8.11.12 OPERATIONAL REQUESTS

The Chaplain will provide any operational assistance needed by the Greensboro Police
Department when such is requested and approved by the ranking officer responsible for the
operation or event (i.e. full Peer Support Team activation, assistance in counseling to
departmental members following tragic/critical police incident,

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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8.11.13 ISSUED EQUIPMENT
Chaplains will, upon approval for assignment be issued the following equipment:

» Police Chaplain / Police Identification Card
= Chaplain Shirt

= Chaplain Jacket

= Departmental Pager (if requested)

= Stinger Flashlight

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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The Fiscal Management Section shall be responsible for the Department's fiscal management
function. This includes coordination of the annual budget preparation, the supervision of internal
expenditures and related controls, and the maintenance of liaison with the City's Finance
Department.

The Fiscal Management Section will be responsible for preparing certain sections of the
Department's annual budget, including all of the salaries and benefits sections, and the following
operational accounts: telephone and cellular; insurance and bonds. The Logistics Section will be
responsible for preparing capital requests for replacement vehicles, vehicle lease, automotive
supplies and expenses. All other capital and operating requests and new programs will be
prepared by individual Commanding Officers. The Fiscal Management Section will provide the
specific instructions and financial data needed for the preparation of divisional budgets.
Additionally, the Fiscal Management Section will be responsible for organizing the Department's
final budget request and its submission to the Finance Department.

The Fiscal Management Section will oversee the execution of the Department's budget and monitor
all expenditures of Departmental funds. All purchase orders and requisitions for the procurement
of Departmental properties will be routed through this section. The Fiscal Management Section
will provide a Monthly Status Report to each division regarding current appropriations,
encumbrances and expenditures, and unencumbered balances.

The Fiscal Management Section will maintain Departmental records regarding the assignment of
all capital items and will coordinate an annual audit or inventory of such properties. Division
Commanding Officers/Directors will notify the Fiscal Management Section, in writing, whenever
any capital item is transferred between units or when disposal of an item is requested.

Division Commanding Officers/Directors will be responsible for the use and safekeeping of all
capital and noncapital properties acquired through divisional funds and all capital items currently
assigned to their division.

The Logistics Section of the Resource Management Division will be responsible for the
procurement, storage, and issuance of all uniform and personal equipment items. Additionally,
certain operational supplies common to all divisions, and unavailable through the City's Supply
Room, will be acquired, maintained, and issued through the Logistics Section.

Assigned equipment will be maintained in a state of operational readiness by the employee or unit
to whom the equipment is assigned.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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The City Travel Policy establishes the guidelines for out of town travel to professional meetings or
training functions.

9.2.1 AUTHORIZATION

Employee travel on behalf of the Department requires authorization before City funds may be
advanced. To obtain this authorization, the employee should complete the City of Greensboro
Travel Request and Authorization Form (Fin-Acct-4-171) and forward this form through division
and bureau channels for approval and then to the Fiscal Management Section for processing. The
Division/Bureau Commander indicates approval by his initials, which will be placed to the left of
the line requesting the Department Head's signature.

9.2.2 ADVANCED TRAVEL FUNDS

In order to receive City funds prior to departure, the employee should attach a check order to the
Fiscal Management Section’s copy of the Travel Request and Authorization form and submitit at
least five business days in advance of departure.

City Finance issues advanced travel checks payable to the employee and in $5 increments.
Employees may pick up checks from the Fiscal Management Section on the last business day prior
to departure.

9.2.3 TRAVELEXPENSE AND SETTLEMENT REPORT

Within three business days after returning from travel, the employee will retrieve the original
Travel Expense and Settlement Report from the Fiscal Management Section. The employee will
complete the report legibly and return the original report, with the required documentation
attached, to the Fiscal Management Section. Should a balance be due the City, the employee
must return extra funds directly to the City Collections Division.

All inquiries concerning travel and related policies may be directed to the Fiscal Management
Section.

GREENSBORO POLICE DEPARTMENT DIRECTIVES MANUAL
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9.3.1 GENERAL

The Chief of Police may approve the establishment of a confidential fund within any division or
unit, based on the needs of the Department. All confidential funds, whether for continuing
operations or for a special operation, will be administered according to this procedure.

These funds may be utilized to pay informants, purchase contraband, stolen property, or
otherwise maintain and finance undercover or investigative operations approved by the Chief of
Police. It is the responsibility of the Division Commanding Officer to maintain control of, and
supervise all disbursements from the confidential fund.

9.3.2 CASH OPERATING BASE FOR CONFIDENTIAL FUNDS

Each confidential fund will have a cash operating base established and approved by the Chief of
Police. Any increase or decrease in the cash operating base will be approved by the Chief of Police.

It is the Division Commanding Officer's responsibility to notify the Fiscal Management Section by
memorandum of the dollar amount of the current operating base. Any change in the cash
operating base, as approved by the Chief of Police, will require written notification to the Fiscal
Management Section specifying the current base, amount of increase or decrease, and the new
cash operating base.

9.3.3 DISBURSEMENT OF FUNDS

Any disbursement of funds requires the expressed approval of the Division Commanding Officer.
Disbursements for information in excess of $500 must be approved by the affected Commanding
Officer.

Any disbursement in excess of $ 1,000 must be approved by the Chief of Police.

All disbursements will be recorded in the appropriate section of the Confidential Fund Expenditure
form (PS-POL-152-967) in accordance with the guidelines established in this Directive. The
Division Commanding Officer will evaluate and approve each Confidential Fund Expenditure form.

9.3.4 DOCUMENTATION OF CONFIDENTIAL FUND EXPENDITURES

The Division Commanding Officer will maintain a Confidential Fund Cash Disbursement Journal
(PS-POL-508-2798) and a Confidential Fund Ledger (PS-POL-38-457) for each confidential fund
within his command. The Cash Disbursement Journal is designed to provide the Division
Commanding Officer with the dollar amount of each cash operating base that is currently on
hand. The Ledger is designed to provide the Division Commanding Officer with the unexpended
balance of the current appropriation of the confidential fund.

The Cash Disbursement Journal and the Confidential Fund Ledger will be documented,
maintained, and reported as required by this Directive.
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9.3.5 REQUIRED REPORTING AND REPLENISHING OF THE CASH OPERATING BASE

At the end of each month, the Division Commanding Officer will prepare and forward a Statement
of Expenditure Report directed to the Chief of Police through channels.

The original Confidential Fund Expenditure form and Cash Disbursement Journal will be attached
to the Statement of Expenditure Report and submitted to the Fiscal Management Section for audit
and review. All documentation of confidential expenditures will be maintained as permanent files
in the Fiscal Management Section. The review and/or audit of these funds by an outside agency
or person will be approved by the Chief of Police.

When the total expenditures for the month exceed $5, a check order for the total amount of
expenditures will be attached to the Statement of Expenditure Report. When the total is less than
$5, only the Statement of Expenditure Report will be forwarded. The Confidential Fund
Expenditure form and Cash Disbursement Journal will be retained by the Division Commanding
Officer until funds are requested for these expenditures.

Upon receipt of the approved Statement of Expenditure Report, Confidential Fund Expenditure
form, and the Cash Disbursement Journal, the Fiscal Management Section will review the report
and attachments for accuracy and completeness.

Upon completion of the review, the Fiscal Management Section will forward to the Finance
Department the check order requesting funds to replenish the cash operating base. Upon receipt,
the check will be forwarded to the requesting Division Commanding Officer. Checks will be made
payable to the Division Commanding Officer initiating the request for reimbursement.

The original Statement of Expenditure Report, Confidential Fund Expenditure form, and Cash
Disbursement Journal will be filed by the Fiscal Management Section in a permanent file for the
Confidential Fund.

The Division Commanding Officer will maintain a file of current year transactions including copies
of the Statement of Expenditure Report, Confidential Fund Expenditure form, and Cash
Disbursement Journal.

Moneys that have been advanced for investigative travel purposes will not be itemized in the
details of the Statement of Expenditure Report. These items will be reported on the Confidential
Fund Expenditure form.

The Division Commanding Officer will list the following information in the Cash Disbursement
Journal:

« Date of transaction.
« Name or code number of the person receiving the funds.
« Type of expenditure as described on the Confidential Fund Expenditure form.

e Confidential Fund Expenditure number.
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 Amount of expenditure.
e Cash fund balance.

A separate Cash Disbursement Journal will be maintained for special projects or where grant
funds are utilized. These expenditures will be identified by project name or code.

Whenever funds are obtained to replenish the cash-operating base, an entry will be made in the
Ledger. This entry reduces the balance of the Ledger and provides the amount of funds available
for the remainder of the fiscal year or project.

A corresponding entry will be made in the Cash Disbursement Journal, which will increase the
balance of the cash on hand, for confidential expenditures.

In the reference column of the Cash Disbursement Journal and the Ledger, an entry will be made
to indicate the source of the transaction to replenish the funds.

Example: CDJ-2

The above entry would be made in the reference column of the Ledger to show that the moneys
obtained to replenish the cash operating base were recorded in the Cash Disbursement Journal on
page 2.

Example: CFL-1

The above entry would be made in the reference column of the Cash Disbursement Journal to
show that moneys received to replenish the cash operating base were recorded in the Ledger, page
1.

9.3.6 ACCOUNTING FOR CONFIDENTIAL FUND EXPENDITURE FORM

Upon receipt of a Confidential Fund Expenditure form, the Division Commanding officer will
assign a Confidential Expenditure number in the space provided on the form.

On each page of the Cash Disbursement Journal, the three-letter abbreviation for the Division will
be recorded in the space located above the reference column (CID, VND, etc.). In the reference
column, only the Confidential Expenditure number is recorded with the transaction (i.e., 1, 2, 3,
4, etc.)

The entire Confidential Expenditure number will be recorded on the Confidential Fund
Expenditure forms as follows:

CID-1
VND-1

The assignment of Confidential Expenditure numbers will be on a fiscal year basis. The Division

Commanding Officer will assign the number when recording the expenditure in the Cash
Disbursement Journal.
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The original Confidential Fund Expenditure Form will be forwarded in numerical order.

9.3.7 INVESTIGATIVE TRAVEL

Investigative travel is defined as:

- travel associated with an investigation, and

e occurs unexpectedly, thereby not allowing sufficient time to acquire the necessary travel funds
through the City’s normal travel procedures.

All investigative travel will be governed by the City of Greensboro’s Policy on Travel and
Reimbursement of Expenses.

In investigative travel situations, a cash advance may be made to the employee from the Division’s
confidential funds and the necessary documentation made to the Cash Disbursement Journal.

Upon return from investigative travel, the employee will:

« return all unused advanced travel moneys to the person responsible for the unit’s Confidential
Fund, and

« complete the City of Greensboro’s Travel Expense and Settlement Report (FIN-ACCT-4-171).

Investigative travel expenses will be charged to the Division’s Business and Meetings Account, this
account is established expressly for investigative travel purposes only.

On the Travel Expense and Settlement Report, the employee shall indicate O in the section
regarding Travel Advance and should circle individual in the section regarding the amount due.

Once the reimbursement check is returned to the employee, it shall be cashed and the moneys
returned to the person responsible for the unit’s Confidential Fund.

9.3.8 TRANSFER OF ACCOUNTABILITY FOR CONFIDENTIAL FUNDS

Upon reassignment of any supervisor to or from a position responsible for confidential funds, a
“CONFIDENTIAL FUND TRANSFER OF ACCOUNTABILITY REPORT” (PS-POL-2-24) must be
completed and signed by both supervisors attesting that all Confidential Funds are accounted for
and transfer of responsibility is accepted. The Commanding Officer of the affected Division will
verify the transfer of accountability of the Confidential Funds by reviewing and signing the
Transfer of Accountability Report. Once verified, the Division Commanding Officer will maintain a
division copy of the report and forward the original to the Fiscal Management Section of the
Resource Management Division who will forward a copy to the City of Greensboro Finance
Department.
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Officers should advise citizens who feel they have a claim against the City, as the result of some
police action, to contact the Insurance Advisory Committee of the City of Greensboro to file their

claim.

Officers shall not make any statement, agreement for payment, or assume any obligation which
could be interpreted as creating liability for the City.
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9.5.1 JOB ANALYSES

The Fiscal Management Section maintains a file of written job analyses for all positions in the
Department. @ The Department uses job analyses to provide City Personnel with current
information which might impact the City's job classification plan. The results of job analyses also
clarify specific duties and responsibilities for employees in each position. They aid in developing
training programs and in developing internal inspection processes by focusing attention on
specific tasks performed by police personnel.

A job analysis will be conducted when needed by the unit having authority over the position. The
Fiscal Management Section will provide material required for the job analyses.

Each analysis should include a complete description of duties and responsibilities for each
different position in the unit and, when completed, be forwarded to the Fiscal Management
Section.

9.5.2 ANNUAL REVIEW PROCEDURE

The Executive Officer of the Resource Management Division is responsible for coordinating an
annual review of each job in the Department. This review should determine any major changes
which could affect the classification plan, the Department's training curricula, or Departmental
policies and procedures with respect to employee assignment.

The methodology for conducting the job analysis will be at the discretion of the Executive Officer of
the Resource Management Division. Policies and procedures governing the job analyses and
annual reviews will be developed and maintained as standard operating procedures of the Fiscal
Management Section.

9.5.3 DISTRIBUTION

The Fiscal Management Section will forward the complete job analyses with revisions, if necessary,
to City Personnel and other units which maintain files of job descriptions.
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No Department employee is authorized to obligate any City funds or Departmental funds for the
